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Eleanor  M.  Dearden 


All  of  us  like  to  feel  that  the  work  in  which  we  are  engaged  is  worthwhile 
and  that  we  are  doing  it  to  the  best  of  our  ability.  There  is  no  better  way  to 
make  certain  that  we  are  maintaining  efficient  standards  than  to  meet  with  others 
engaged  in  similar  work — to  compare  methods  and  techniques,  and  to  learn  from 
others.  Again  this  February,  we  had  an  energetic  and  enthusiastic  group  in  attend¬ 
ance  at  our  meetings  in  Atlantic  City.  Our  meetings  were  held  at  the  same  time 
as  the  meetings  of  the  American  Association  of  School  Administrators  and  a  num¬ 
ber  of  our  secretaries  including  four  of  the  executive  board  were  able  to  remain 
to  attend  some  of  the  sessions  of  the  AASA. 


Whenever  members  of  our  group  get  together,  there  is  spontaneous  and  inter¬ 
esting  discussion  concerning  various  phases  of  our  work.  All  who  attended  will 
agree  that  there  is  no  greater  stimulation  to  be  gained  from  any  source  than  that 
which  comes  from  meeting  with  our  associates. 


,  Now  we  are  looking  forward  to  the  summer  meeting  in  Cleveland — our  first 
large  gathering  since  the  war.  Mary  Bowers,  Kay  Mitchell,  and  I  spent  three  days 
ir.  Cleveland  during  March  making  the  necessary  arrangements.  We  think  you 
will  enjoy  the  program  that  has  been  planned  for  you — a  combination  departmental 
meeting  and  institute.  Further  information  concerning  the  Cleveland  program 
will  be  found  elsewhere  in  this  issue. 


The  value  of  belonging  to  such  an  organization  as  ours  is  inestimable.  Those 
of  us  who  have  been  in  the  organization  for  many  years  can  see  the  definite  growth 
among  our  members — professional  growth  through  attendance  at  workshops  and 
institutes  and  the  practical  application  of  the  knowledge  gained,  personal  growth 
through  the  development  of  latent  abilities  (many  have  discovered  talents  of  which 
they  were  unaware),  and  the  breadth  of  interest  that  comes  from  the  opportunity 
to  travel  through  attendance  at  conventions. 


It  is  most  encouraging  to  realize  the  ever  increasing  number  of  secretaries 
who  have  become  interested  in  improving  themselves  through  attendance  at  work¬ 
shops  and  institutes.  I  sincerely  hope  that  all  of  you  will  make  it  a  “must”  to  attend 
some  program  this  summer. 


It  has  been  a  rare  privilege  to  serve  as  your  leader  during  these  first  two  years 
as  a  department  of  the  National  Education  Association.  Whatever  has  been 
accomplished  is  due  to  the  fine  cooperative  spirit  among  the  members  in  all  working 
together  toward  our  goal,  “to  pool  our  ideas  and  ideals  toward  a  finer  and  more 
efficient  service  to  the  school  and  to  the  community”. 


SUMMER  MEETING  IN  CLEVELAND.  OHIO 

July  5-9,  1948 

Our  first  annual  meeting  as  a  department  of  the  NEA  will  be  held  in  Cleveland, 
Ohio,  July  5-9,  1948. 

A  program  has  been  planned  that  should  prove  stimulating  and  interesting  to 
all  of  our  members. 

Sunday  afternoon  the  officers  and  executive  board  will  hold  open  house  it 
headquarters.  Monday  will  be  devoted  to  departmental  meetings  with  a  professionii 
meeting  in  the  morning,  the  annual  business  meeting  in  the  afternoon,  and  a  dinner 
meeting.  There  will  also  be  a  meeting  of  the  Advisory  Council. 

During  the  remaining  four  days  of  the  week  an  Institute  will  be  held  at 
Western  Reserve  University.  Through  the  cooperative  efforts  of  Dean  Hunsaker 
and  Dean  Barden,  a  fine  program  has  been  arranged.  The  tentative  program 
includes  lectures  on  modern  trends  in  education,  both  in  the  regular  classroom  and 
in  special  services  such  as  guidance  and  research,  public  relations,  effective  writin? 
and  speech,  etc.  Recreational  activities  will  also  be  planned  for  the  group. 

Headquarters  will  be  at  Wade  Park  Manor,  located  within  walking  distance 
of  the  Western  Reserve  campus.  Double  rooms  with  twin  beds  and  bath  at 
per  day  have  been  reserved  for  us.  For  reservations,  write  to  Mr.  William  T. 
Skelley,  mentioning  that  you  are  a  member  of  our  association  .  If  you  have  someone 
with  whom  you  desire  to  share  a  room,  send  in  for  the  two  reservations  at  the 
same  time.  Otherwise,  we  have  instructed  Mr.  Skelley  to  make  room  assignment! 
as  reservations  are  received. 

Let’s  make  our  first  summer  meeting  since  the  war  a  banner  one! 

DELEGATE  ALLOWANCE 

The  executive  board  of  the  National  Association  of  School  Secretaries  his 
voted  to  allow  $10  per  state  as  delegate  allowance  for  attendance  at  the  summer 
meeting  in  Cleveland,  July  5-9.  While  we  realize  that  this  amount  is  small,  we 
hope  that  it  will  be  supplemented  by  additional  funds  from  local  and  state  asso¬ 
ciations. 

If  the  state  membership  chairman  is  to  attend  the  convention,  she  is  eligible 
to  receive  the  allowance.  If  not,  the  state  chairman  should  be  responsible  for  con¬ 
ducting  the  election  of  the  delegate  within  the  state.  Charlotte  Marr,  member  of 
the  executive  board,  is  in  charge  of  the  selection  of  delegates.  Detailed  instructions 
have  been  sent  to  all  state  chairmen. 

Names  of  secretaries  within  your  state  who  have  shown  interest  in  the  Asso¬ 
ciation  should  be  sent  to  the  state  chairman  for  consideration.  Members  of  the 
Advisory  Council  of  the  National  Association  representing  the  affiliated  associi- 
tions  should  receive  first  consideration  for  nomination  as  delegates  if  the  state 
chairman  is  not  to  attend. 

The  persons  should  be  selected  and  the  names  of  the  delegates  sent  to  Mrs. 
Charlotte  A.  Marr,  Franklin  Administration  Building,  Washington  5,  D.  C.,  prior 
to  June  1.  _ 

ADVISORY  COUNCIL  MEETING 

AHantic  City  -  February,  1 948 

A  meeting  of  the  Advisory  Council  was  held  at  the  Mid-Winter  Meeting  of 
the  National  Association  of  School  Secretaries,  on  Saturday  morning,  February  21 
in  Trimble  Hall,  Hotel  Claridge.  Representatives  of  the  majority  of  the  eighteen 
affiliated  associations  were  present.  The  items  which  were  on  the  agenda  and 
discussion  of  same  were  as  follows: 


TEA 


Stude 

teachi 

classr 

more 

the  j< 

ampl 

cent 

dupli 

(Liqi 

topic 

ten, 

one 

or  a 

mast 

may 

the  I 

ried 

tion 

the  I 


4 


Students  learn  more  quickly  and  easily  .  .  . 
teachers  do  a  better  job  with  less  effort  .  .  . 
classroom  activities  are  streamlined  and 
more  readily  coordinated  .  .  .  with  Ditto  on 
the  job.  That's  why  leading  educators  find 
ample  reasons  to  endorse  Ditto’s  most  re¬ 
cent  addition  to  the  celebrated  line  of  Ditto 
duplicators.  The  new  D-15,  Direct  Process 
(Liquid)  Duplicator,  delivers  up  to  140 
copies  per  minute  of  anything  typed,  writ¬ 
ten,  drawn  or  printed  in  1  to  4  colors  in 
one  operation  without  the  use  of  stencils 
Of  mats.  300  and  more  copies  from  each 
master!  If  fewer  copies  are  made,  master 
may  be  filed  and  re-used  at  any  time.  Yes. 
the  new  D-15  is  really  good  news  for  har¬ 
ried  teachers.  For  more  complete  informa¬ 
tion  or  a  convincing  demonstration,  mail 
the  handy  coupon. 


10  NEW  DITTO  WORKBOOKS 

Available  for  use  with  the  new  D-15  (and 
all  liquid  type  duplicators)  are  10  new 
workbooks,  compiled  and  edited  by  authori¬ 
ties  in  the  field  of  modern  education.  200 
and  more  copies  can  he  reproduced  from 
each  page.  Ditto  workbooks  emancipate  the 
teacher,  improve  teaching  methods  .  .  .  send 
for  samples  today. 


DITTO.  Inc..  601  S.  Oakley  Blvd., 
Chicago  12,  Illinois 
Gentlemen: 

Without  obligation,  please  send: 

□  Literature  on  your  new  Liquid  Type 
School  Duplicator 

□  Free  Samples  of  Workbook  Lessons 
for  Liquid  Type  Duplicators 

(Note:  These  will  not  reproduce  on 
Gelatin  Duplicators) 

□  Arrange  a  Ditto  demonstration  for  me 

Same  . 

School  . 


DITTO 


AdJresi 


DITTO,  INC.,  601  S.  Oakley  Blvd. 
Chicago  1  2,  Illinois 
In  Canada:  Ditto  of  Canada,  Ltd., 
Toronto,  Ontario 


County 


(a)  Report  on  1947  meeting  and  disposition  of  suggestions  presented  at  th»t 
time. 

At  the  1947  meeting,  it  was  voted  that  the  National  Association  should  ^ 
make  a  salary  survey  of  the  entire  country  for  the  year  1947-48.  At  the  i 
executive  board  meeting  in  Chicago  in  July,  1947,  Anne  Critchlow  of  Salt 
Lake  City,  Utah,  was  appointed  chairman  of  a  salary  survey  committee.  1 
However,  it  was  thought  at  the  time  that  the  present  unsettled  conditions  ; 
did  not  warrant  an  expenditure  of  funds  for  this  purpose  until  conditions  : 
became  more  stabilized.  The  Advisory  Council,  at  the  February  meeting,  ; 
agreed  with  this  opinion  but  stated  that  insofar  as  many  individual  states  I 
and  cities  are  conducting  such  surveys  in  their  own  school  districts,  it  I 
would  be  profitable  if  such  surveys  could  be  sent  to  Miss  Critchlow.  She,  ’ 
in  turn,  could  refer  inquiries  concerning  this  type  of  study  to  the  actual 
locations  in  which  they  are  conducted.  It  was  asked  that  anyone  who  had  ; 
information  regarding  such  studies,  or  an  actual  study,  should  send  same  ; 
to  Miss  Anne  Critchlow,  Board  of  Education,  440  East  Fir%t  St.,  South  , 
Salt  Lake  City  2,  Utah. 

(b)  Shall  we  continue  to  try  to  meet  with  the  NEA  since  we  are  restricted  to  i 
a  one-day  meeting,  or  should  we  request  permission  to  meet  separately? 

It  was  voted  that  we  continue  to  meet  with  the  NEA,  but  that  we  request 
time  for  a  longer  business  meeting  and  an  institute  following  the  meeting. 

(c)  Discussion  arose  concerning  Summer  Workshops,  and  it  was  suggested 
that  notices  regarding  all  summer  Workshops  appear  in  the  May  issue  of 
the  NATIONAL  SECRETARY,  in  order  to  allow  time  to  enable  members 
to  make  plans  for  the  summer.  It  was  also  suggested  that  a  member  of 
the  executive  committeee  of  the  National  attend  each  Workshop  if  possible. 

(d)  There  was  also  discussion  concerning  Publicity  and  Membership.  It  was 

felt  that  the  Publicity  Committee  and  the  Membership  Committee  should  ' 
work  together  to  get  information  regarding  the  Association  and  member- 
ship  to  potential  members  during  the  summer,  preferably  in  August.  Also, 
to  have  membership  information  in  the  hands  of  members  at  the  verj  - 
beginning  of  the  school  year  instead  of  waiting  until  later  in  the  fall.  It  j 
was  also  suggested  that  the  local,  state  and  national  associations  work  i 
together  to  consolidate  membership  campaigns  if  possible,  and  that  the  , 
State  Membership  Chairman  should  try  to  have  information  regarding  the  = 
National  Association  at  state  and  local  meetings.  j 

: 

(e)  Two  members  from  the  Advisory  Council  were  elected  to  the  Election?  | 

Committee  as  follows:  | 

Mrs.  Melba  Demaree,  Office  of  the  Superintendent,  j 

Franklin,  Indiana 

Mrs.  Corinne  Messenger,  School  Board  Office,  | 

North  Little  Rock,  Arkansas.  ? 

A  meeting  of  the  Advisory  Council  will  be  held  at  the  Summer  Meeting  of  the  ^ 
National  Association  in  Cleveland,  Ohio.  Any  affiliated  group  who  has  not  sent  the  : 
names  of  their  representatives  should  do  so  immediately.  Please  send  the  names 
to  Catherine  Daly,  Board  of  Education,  Detroit  26,  Michigan.  Miss  Daly  will  keep 
the  representatives  informed  concerning  plans  for  the  meeting  in  Cleveland.  Any 
state  or  local  group  who  has  not  affiliated  is  welcome  to  join. 

The  associations  already  affiliated  are  as  follows: 
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BINNEY  &  SMITH  CO.,  NEW  YORK  17,  N.  Y. 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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Just  as  color  heightens  the  effect  of  a  picture 
or  a  play,  so  An-du-septic  Dustless  Colored 
Crayon  makes  for  blackboard  drama.  Lecturers 
find  it  a  most  successful  device  for  focusing 
audience  attention.  And.  as  every  teacher 
knows,  better  attention  usually  results  in  better 
retention.  Available  in  24  colors,  in  boxes  of 
12.  24  and  144  sticks. 


State  City 

Arkansas  Denver,  Colorado 

District  of  Columbia  Detroit,  Michigan 

Illinois  Milwaukee,  Wisconsin 

Indiana  Philadelphia,  Pennsylvania 

Massachusetts  Pittsburgh,  Pennsylvania 

Michigan  Syracuse,  New  York 

Missouri 
New  Hampshire 
New  Jersey 
Pennsylvania 
Virginia 
Wisconsin 

Catherine  Daly,  Chairman 

SATURDAY  MORNING  MEETING  -  ATLANTIC  CITY 

February  21,  1948 

.  Melba  Demaree,  Board  of  EducaHon,  Franklin,  Indiana 

The  opening  session  of  the  Mid-Winter  Meeting  of  the  National  Association  of 
School  Secretaries  was  held  on  Saturday  morning,  February  21,  1948,  in  Trimble 
Kail,  Hotel  Claridge,  Atlantic  City,  New  Jersey. 

After  greetings  from  the  National  President,  Eleanor  Dearden,  and  Geraldine 
Guarino,  President  of  the  Pittsburgh  School  Secretaries  Association,  the  hosteos 
group,  the  meeting  was  turned  over  to  Miss  Frances  E.  Rosenthal,  Secretary  to 
the  Superintendent  of  the  Chicago  Public  Schools,  who  talked  on  “The  Important 
Role  of  the  School  Secretary  in  the  Public  Relations  Program”. 

She  discussed  at  length  the  numerous  publics  with  which  school  secretaries 
have  to  deal.  One  of  our  most  important  publics  is  the  telephone  public.  To  develop 
good  relations  with  that  public,  we  must  answer  questions  courteously,  unhurriedly, 
in  a  friendly  and  agreeable  manner.  To  many  people,  school  patrons,  persons 
seeking  information,  complainers,  and  many  others,  we  are  the  only  contact  they 
have  with  the  school.  We  should  remember  that  many  of  these  people  never  get 
nearer  to  the  school  than  their  telephone,  and  that  to  them  the  voice  on  the  other 
end  represents  the  school,  is  the  school. 

We  have  the  patrons  and  parents  who  come  into  our  offices  for  various  reasons. 
They  may  have  a  complaint,  they  may  have  been  asked  to  come  in  by  a  teacher  or 
the  principal,  they  may  want  to  offer  suggestions  for  the  improvement  of  the 
educational  program,  or  they  may  just  be  curious.  Whatever  the  reason  for  their 
call,  the  impression  which  is  made  when  they  enter  the  office  and  are  greeted  by 
the  secretary  is  a  lasting  one.  We  must  take  time  to  find  the  answer  or  take  the 
visitor  to  the  person  he  wants  to  see — this  is  so  important — “take”  him,  don’t  just 
tell  him  where  to  go. 

The  pupils  themselves  are  another  of  our  publics.  Our  office  should  be  the 
kind  which  pupils  welcome  occasions  to  visit.  Each  girl  and  boy  takes  home  his 
impression,  his  account  of  the  school  office,  and  such  descriptions  do  much  to  frame 
those  first  lasting  opinions  and  ideas  that  parents  have. 

Then  there  are  the  salesmen,  and  the  way  in  which  they  are  received  and 
treated  is  a  matter  of  widespread  knowledge.  They  visit  many  schools  and  busi¬ 
nesses,  and  they  can  literally  make  or  break  us  in  the  eyes  of  large  numbers  of 
people. 


THANK  YOU 

School  Secretaries 

For  your  many  kind  courtesies,  your  efforts  in  securing 
appointments,  your  thoughtfulness  in  facilitating  the  work  of 
our  representatives.  We  at  Ginn  and  Company  deeply  appre¬ 
ciate  all  you  have  done  this  past  year  and  want  to  take  this 
opportunity  to  wish  you  a  pleasant  summer  vacation. 
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Overwhelmingly  Preferred  by  Students!* 

IN  ENGLISH  COURSES  <  fO  T  FtlVnYltpf 

THE  READER’S  DIGEST  W  ^  LU  1  L  il  V  U I  • 

iN  SOCIAL  STUDIES  COURSES  ^  A  frt  T  / 

THE  READER’S  DIGEST  C*  4  tl/  1  L  Cl  V  U !  HC  • 


iN  SOCIAL  STUDIES  COURSES 
THE  READER’S  DIGEST 


The  Representatives  of  the  Educational  Department  of  The 
Reader’s  Digest  deeply  appreciate  the  many  courtesies  that 
School  Secretaries  throughout  the  nation  have  shown  them,  and 
hereby  express  to  those  school  secretaries  their  warmest  thanks. 

'This  ctmmaHJinfi  had  tvtr  tht  ntxt  oust  withlj  stud  gimral magazint  was 
proved  in  a  1946  Galtssp  Sarvey  t[  readership  ameng  high  schetl  stademls. 

educational  department,  the  READER’S  DIGEST 

u - -  FOURTH  AVENUE,  NEW  YORK  10,  N.  Y - U 
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We  have  several  different  professional  publics.  Our  administrators  are  on- 
group,  and  we  must  work  cooperatively  with  them  for  the  advancement  of  th 
educational  program.  There  are  the  teachers  with  whom  we  must  likewise  wor. 
cooperatively  to  assure  a  smooth  teaching  program.  There  are  our  own  associates- 
the  “girls”  with  whom  we  work. 

We  have,  too,  our  own  community  public,  the  people  outside  of  school  with 
whom  we  associate  in  our  leisure  time.  By  our  conduct  and  actions  among  oi; 
public  can  we  convey  an  impression  of  the  ideal  for  which  the  schools  stand. 

And  there  is  the  so-called  “writing  public”.  Our  job  in  this  area  is  to  see  tha: 
every  piece  of  mail  is  acknowledged  and  that  letters  go  out  from  our  offices  perfec; 
in  their  appearance  to  signify  the  careful  attention  that  is  due  and  has  been  given. 

Finally,  there  are  our  relations  with  the  press.  Important  things  to  remember  ii 
dealing  with  reporters,  writers  and  editors,  are  promptness,  accuracy  and  courtesy. 

In  closing.  Miss  Hosenthal  stated  “Our  dealings  with  all  of  our  publics  ar; 
continual  interpretations  of  the  school  system  with  whom  we  are  affiliated.  It  ii 
our  job  to  see  to  it  that  the  interpretation  we  give  reflects  our  courtesy,  helpful¬ 
ness,  and  cooperative  endeavor.” 

Following  this,  those  present  divided  into  three  groups:  School  Group,  led  by 
Rita  K.  Putnam,  Denver,  Colorado;  Administrative  Groups,  Small  Systems,  led  by 
Emma  Castner,  Washington,  N.  J.;  and  Administrative  Groups,  Larger  Systems, 
led  by  Eunice  Bounds,  Wilmington,  Del.,  and  Helen  Suttie,  Philadelphia,  Pa.  Many 
interesting  and  helpful  ideas  developed  from  these  group  meetings. 

The  School  Group  discussed  the  different  publics  enumerated  by  Miss  Rosenthal 
as  they  affected  their  particular  offices. 

In  the  Administrative  Group,  Smaller  Systems,  the  leader  reported  the  results 
of  a  questionnaire  which  had  been  sent  to  various  people  who  regularly  call  on 
school  offices  in  New  Jersey,  including  personnel  of  the  State  Department  of  Educa 
tion.  County  Superintendent  of  Schools,  book  and  supply  salesmen,  and  to  school 
superintendents  and  principals  to  get  their  candid  and  confidential  opinion  of  school 
secretaries.  They  were  to  take  into  consideration  such  things  as  cheerfulness,  poiK. 
office  manners,  voice,  tact,  appearance,  giving  assistance,  etc.  Many  favorable  com 
ments  were  received  on  the  services  of  school  secretaries  as  a  whole.  However  them 
were  many  suggestions  for  improvements.  Following  are  a  few  of  the  faults  found: 

1.  Is  not  friendly — makes  visitor  feel  like  excess  baggage. 

2.  Is  annoyed  by  the  interruption  in  a  personal  conversation  when  a  caller 
arrives. 

3.  Some  secretaries  are  too  “thin-skinned” — take  too  many  things  as  personil 

4.  Do  not  like  secretaries  who  gossip. 

5.  A  few  secretaries  give  the  impression  that  they  are  stationed  in  the  outer 
office  to  protect  the  superintendent  or  principal  from  salesmen. 

6.  Lack  of  poise  in  difficult  situations. 

7.  Inability  to  grasp  thinking  of  the  superintendent  and  handle  unimportar.r 
matters  in  his  absence. 

8.  No  interest  in  superintendent’s  work  or  problems.  Not  willing  to  learr 
educational  philosophy. 

The  Administrative  Group — Larger  Systems,  discussed  the  value  of  In-Servit« 
courses,  perhaps  compulsory  during  school  time.  Courtesy  and  interest  were  namec 
as  the  most  important  attributes  of  a  secretary  toward  good  public  relations.  Per¬ 
sonal  appearance  was  found  to  have  a  definite  effect  on  public  relations. 

At  the  conclusion  of  the  discussion  period  the  group  reassembled  to  hear  the 
summaries  given  by  the  different  group  leaders. 

While  the  secretaries  left  this  meeting  feeling  they  were  a  very  important  co« 
of  the  school  systems,  they  also  realized  anew  the  great  responsibility  which  is  their? 
to  interpret  the  ideals  of  the  educational  system  to  their  many  publics. 
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SATURDAY  AFTERNOON  MEETING  -  ATLANTIC  CITY 

By  Anna  M.  Cloor,  Clifford  |.  Scott  High  School 
East  Orange,  New  lersey 

Dr.  M.  Herbert  Freeman,  Department  of  Business  Education,  State  Teachers 
College,  Paterson,  New  Jersey,  spoke  on  the  subject,  “Modern  Secretarial  Practices" 
His  talk  was  most  interestingly  and  forcefully  presented.  He  urged  us  to  handle 
our  jobs  in  a  businesslike  manner.  In  the  school  office  as  in  a  business  office,  he 
pointed  out,  an  atmosphere  of  cordiality  should  prevail.  He  decried  the  practice, 
prevalent  in  some  offices,  of  “playing  possum”  with  the  visitor.  Visitors  are  always 
entitled  to  the  full  attention  of  those  offices  they  visit  and,  regardless  of  how 
impossible  it  may  be  for  certain  teachers  or  others  to  see  the  visitor  AT  A  GIVEN 
MOMENT,  it  is  the  duty  of  the  secretary  to  convey  to  the  visitor  the  unspoken 
assurance  that  he  has  all  of  the  attention  to  which  he  feels  he  is  entitled. 

Dr.  Freeman  acknowledged  that  all  the  rules  for  the  success  of  this  technique 
may  not  be  found  in  the  books.  Constantly  calling  upon  individual  initiative, 
resourcefulness,  humor,  and  intuition  in  ways  that  have  yet  to  be  charted  is  part 
of  the  business  of  making  visitors  feel  that  they  have  a  right  to  call,  that  they  are 
welcome,  that  they  have  come  to  the  right  place.  He  urged  that  assistants  in  our 
offices  be  indoctrinated  in  the  greeting  of  visitors. 

A  businesslike  atmosphere  in  a  school  office,  thinks  Dr.  Freeman,  starts  with 
the  secretary  and  ends  with  her.  The  delicate  line  between  cordiality  on  the  one 
hand  and  loitering  on  the  other  must  be  maintained.  If  the  secretary  has  a  job  to 
do  and  keeps  at  it  all  day  long,  if  she  starts  ON  TIME,  not  five  or  ten  minutei 
late;  if  she  leaves  ON  TIME,  not  five  minutes  early  one  day  and  ten  late  the  next, 
she  establishes  in  the  minds  of  others  that  her  office  runs  on  a  regular  schedule. 

As  in  a  business  office,  a  school  office  should  be  well  organized.  Dr.  Freemu 
asked  these  pertinent  questions — and  left  the  unspoken  answers  in  the  minds  of 
those  present:  How  do  you  leave  your  desk  at  the  close  of  the  day?  Is  its  location 
and  organization  related  to  the  work  that  you  may  do  at  it  or  from  it?  Do  you 
I  organize  your  clerical  work  in  advance?  Do  you  make  use  of  the  facilities  of  the 
business  department  in  your  school  if  you  are  in  a  high  school.  Does  your  superior 
give  dictation  early  enough  in  the  day  so  that  you  can  get  it  done  in  that  day? 
He  urged  that  we  try  in  whatever  subtle  ways  we  knew  to  achieve  an  affirmative 
answer  to  the  last  question.  Dr.  Freeman  maintains  IT  CAN  BE  DONE  if  we 
wish  it  to  be  done  and  if  we  work  at  getting  it  done!  The  school  secretary,  he 
said,  should  be  a  good  business  office  manager  at  well  as  an  administrative  assistant 
tf  her  superior. 

“Good  business  offices  use  business  machines.”  Dr.  Freeman  suggests  as 
reasonable  and  proper  equipment  in  this  day  and  age  these  essentials:  inter-officc 
communication,  at  least  of  the  “buzzer”  type;  adequate  telephone  service;  addresso- 
giaph;  duplicator,  liquid  or  gelatin;  electrical  mimeograph;  adding  machine  or 
calculator;  photographic  equipment  in  offices  where  records  must  be  transcribed; 
electric  typewriter. 

As  the  trained  business  person,  perhaps  the  only  one,  in  the  school  he  urged 
us  to  keep  our  minds  active  to  find  and  use  good  business  office  shortcuts.  He 
mentioned  saving  stencils,  simplifying  letter  style,  use  of  printed  memo  pads,  mak¬ 
ing  multiple  copies  on  onion  skin  paper,  using  the  back  of  a  letter  for  the  carbon 
of  its  answer. 

In  suggesting  that  we  keep  an  inventory  of  the  various  items  we  do  every  day, 
Dr.  Freeman  urged  us  not  to  underestimate  our  importance  but  to  be  in  a  position 
t'j  prove  it. 

The  second  speaker  of  the  afternoon  was  Miss  Mazie  V.  Scanlon,  Supervisor, 
Health  Education  Department,  Public  Schools  of  Atlantic  City,  New  Jersey. 
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I±  boon  to  typists,  Keyboard  Margin  Control— exclusive  on  the 
Ucinington  KMC*  1  ypewriter  — takes  the  merest  Hick  of  a  Huger,  gives  on 
the  dot  margin  accuracy  without  moving  the  fingers  from  the  keyboard. 
Like  the  other  features  on  the  Remington  KMC  1  ypewriter,  it  is  designed 
to  ease  and  speed  the  typists’  work.  1  hese  features  mean  extra  savings  for 
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Miss  Scanlon’s  half-hour  talk  was  a  delight.  She  spoke  about  the  school  secre¬ 
tary  and  what  she  could  do  to  maintain  her  balance  through  a  program  of  healthful 
action.  She  based  her  talk  on  the  results  of  a  questionnaire  sent  to  the  secretaries 
of  Atlantic  City. 

As  an  introduction  she  discussed  the  question:  Ai-e  you  physically  fit?  Miss 
Scanlon  explained  her  interpretation  of  “physically  fit”  as  freedom  from  disease, 
the  use  of  good  sense  and  reasonableness  in  taking  care  of  oneself,  the  ability  of 
the  heart,  lungs,  and  muscles  to  supply  easily  the  demands  of  the  day  (“Don’t  be 
done  up  at  noon,  avoid  that  four  o’clock  look,”  she  urged),  and  an  alert  mind— one 
that  is  free  from  worry,  fear,  and  tensions,  the  ability  to  relax  completely — and 
then  “snap  to  it”,  the  ability  to  shift  mental  gears  quickly,  and,  finally,  a  spirit 
that  feels  itself  one  with  others  as  part  of  an  adventure — interest  in  one’s  job. 

Shifting  back  to  the  questionnaire.  Miss  Scanlon  revealed  that  Atlantic  City 
secretaries  engaged  in  many  sports  but  that  swimming,  boating,  and  bowling  head 
the  list.  In  spectator  sports  they  preferred  football  and  basketball.  For  recreation 
they  overwhelmingly  chose  movies,  then  reading,  music,  card  playing,  theatre,  hand¬ 
craft,  dancing,  and  dramatics.  They  sleep  eight  hours  in  twenty-four,  relax  when 
they  remember  (even  as  you  and  I),  exercise  as  one  person  said  “ever  so  slightly”; 
they  eat  scant  breakfasts  and  lunches  but  good  dinners.  Miss  Scanlon,  being  a 
discerning  woman,  concluded  that  their  mental  health  might  be  judged  upon  their 
acceptance,  as  a  group,  of  the  “new  look”.  Forty  percent  don’t  like  it,  forty  percent 
do  like  it,  and  twenty  percent  ??????  She  rated  them  well  on  mental  health. 

Leaving  the  questionnaire.  Miss  Scanlon  spoke  in  general  terms  about  the 
adult  habit  of  ceasing  to  use  muscles  when  we  get  into  our  jobs.  Laziness  about 
the  use  of  muscles,  she  stated,  causes  the  muscles  to  atrophy.  Among  both  men 
and  women  such  lightly  named  phenomena  as  middle  age  spread,  spare  tires,  sway 
backs,  corporations,  result.  Miss  Scanlon’s  advice  is:  “Figure  with  your  figure- 
use  your  muscles.  Maintain  muscle  tone  through  exercise.”  A  pertinent  question 
that  she  put  to  school  secretaries  was:  “Does  your  desk  get  you  up,  or  do  your 
muscles  do  it?” 

She  used  Steinhauser’s  book  to  bring  authoritatively  before  us  the  fact  that 
w'eight  loss  by  exercise  alone  is  insignificant.  Miss  Scanlon’s  advice  on  this  univer¬ 
sally  (feminine)  absorbing  subject  was:  “Lose  w'eight  by  proper  diet.  Don’t  be  a 
crackpot.  Exercise  for  weight  reduction  by  pushing  your  chair  slowly  from  the 
table  as  you  turn  your  head  from  left  to  right  when  you  are  asked  to  have  more." 

She  urged  us  to  relax  when  we  can  relax,  and  to  know  what  relaxation  really 
feels  like.  Her  basic  principles  for  good  health  are:  use  common  sense,  work  hard, 
laugh  a  lot,  play  often,  pray  always  that  you  will  be  physically  fit. 


ATLANTIC  CITY  SUNDAY  MORNING  BRUNCH 

February  22.  1948 

Anita  Longmire,  Germantown  High  School 
Philadelphia,  Pennsylvania 

Sunday  morning  with  the  snow  swirling  around  the  Claridge  and  driving  across 
the  boardw’alk  was  reminiscent  of  last  year’s  weather.  Despite  this  the  Brunch 
got  under  way  at  10:00  with  a  large  group  of  Administrators,  Superintendents 
and  Secretaries.  All  sections  of  the  country  were  represented  and  as  the  tables 
seated  approximately  eight  or  ten  some  of  the  table  groups  had  representatives 
from  several  states  and  made  very  interesting  conversational  exchanges  possible. 

The  food  was  equaled  only  by  the  exceptionally  lovely  patriotic  flower  arrange¬ 
ments  and  favors.  We  have  the  Pittsburgh  girls  to  thank  for  that.  The  favors 
were  sample  bottles  of  Ditto  soap  dressed  up  as  Martha  Washington  dolls,  much 
to  pretty  to  take  apart  to  get  at  the  soap. 
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Eleanor  Dearden  presided  and  introduced  the  speakers.  Louise  Henderson 
Nelson,  President  Emeritus,  opened  with  a  short  prayer.  Mr.  Floyd  A.  Potter, 
Superintendent  of  Schools,  Atlantic  City,  sent  a  few  words  of  greeting.  Dr.  Glenn 
E.  Snow,  President,  National  Education  Association,  greeted  us  in  person,  and 
Dr.  Herold  C.  Hunt,  President,  American  Association  of  School  Administrators, 
was  also  represented. 

The  main  address  was  given  by  Dr.  J.  R.  Mitchell,  Purdue  University,  who 
chose  as  his  topic  “The  Secretary  as  Educator”.  His  speech  was  not  very  long 
but  everything  he  said  helped  give  us  a  new  respect  for  our  positions  and  a  sense 
of  our  responsibility  toward  the  young  people  we  are  “unconsciously”  educating 
in  our  daily  contacts.  He  touched  briefly  on  certification  of  secretaries  in  which 
he  is  especially  interested,  and  stressed  the  need  for  us  to  prepare  ourselves  for 
it  by  getting  college  courses,  workshop  courses  and  any  other  courses  offered 
toward  this  end. 

I  am  sure  we  all  felt  sorry  when  the  Brunch  was  over  and  we  do  want  to  thank 
the  Pittsburgh  hostesses  for  a  well-planned  and  a  well-executed  program. 


CONVENTION  CAPERS 

By  Charlotte  A.  Marr,  Executive  Board  Member 
Washington,  D.  C. 

From  the  time  the  train  first  slowed  down  in  its  head-long  flight  to  Atlantic 
City  until  the  vendor  gave  his  “last-chance-for-fresh-salt-w'ater-taffy”  call — from 
the  time  the  first  invigorating  breath  of  cool  salt  air  came  rushing  to  greet  us 
until  the  last  glimpse  of  waves  breaking  amid  snow  and  ice  was  seen — from  the 
time  the  first  “hello”  was  cried  until  the  last  “good-bye”  was  sighed — the  National 
Secretaries  had  a  brief  but  inspiring  convention. 

It  was  a  serious-minded  yet  gay  and  friendly  group  that  assembled  for  the 
Midwinter  Conference  and  while  some  had  committee  meetings,  some  toured  the 
shops,  and  some  strolled  the  boardwalk,  all  came  together  for  the  scheduled  events 
with  an  eagerness  that  told  of  keen  interest  and  anticipation.  Old  friends  were 
re-united  and  new  friends  were  made  in  the  sharing  of  experiences  and  pleasures 
available  to  all  in  the  Convention  City.  Many  of  the  girls  arrived  on  Friday  and 
for  some  it  was  the  only  chance  to  gain  an  insight  into  the  activities  along  the 
boardwalk. 

An  auction  was  attended  by  two  of  the  group  which  was  both  enlightening 
and  of  much  subsequent  amusement  to  the  rest  of  the  secretaries.  Dinner  at 
Captain  Starn’s  was  an  epicurean  delight  and  established  a  corner  of  hilarity  when 
a  large  number  descended  on  the  Inlet’s  smart  eatery  in  search  of  one  “get-together” 
table  and  the  mathematical  intellects  were  really  tested  when  it  came  to  separating 
individual  checks  from  one  substantial  bill! 

Arising  on  Saturday  morning  for  breakfast  in  the  dining  room  at  the  Claridge 
Hotel  is  an  especially  lovely  way  to  start  the  day.  The  spacious  and  comforting 
room  with  its  soothing  yellow  and  grey  drapes  provides  a  beautiful  setting  from 
which  to  see  the  sun  shining  on  the  ocean,  the  American  flag  gloriously  waving  in 
the  ocean  breeze — not  to  mention  the  delicious  menus  to  please  every  appetite. 

But  to  work!  An  advisory  committee  meeting  turned  our  thoughts  to  affairs 
of  state.  Others  took  care  of  their  registrations  and  this  provided  an  excellent 
opportunity  for  meeting  the  others  attending  the  convention.  The  name  cards 
helped  the  most  faulty  memory  and  helped  to  establish  an  awareness  of  the  wide¬ 
spread  interest  in  the  importance  of  such  a  conference.  The  first  speaker  was 
scheduled  for  late  morning,  after  which  the  secretaries -broke  up  into  groups  and 
help  spirited  panel  discussions.  These  groups  then  reassembled  briefly  before 
adjournment  for  the  luncheon  period. 
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Luncheon  at  the  Shelbourne  provided  a  satisfying  atmosphere  and  an  excellent 
cuisine.  Some  took  advantage  of  this  time  to  attend  the  opening  of  the  exhibits 
at  the  auditorium.  This  is  a  brief  but  impressive  event  which  signals  the  official 
beginning  of  activities  revolving  around  the  numerous  booths  and  exhibits.  Some 
time  was  spent  going  among  them  and  seeing  the  latest  offerings  in  books,  mate¬ 
rials,  and  equipment.  A  brisk  walk  back  to  the  Claridge — and  then  the  afternoon 
session  brought  two  outstanding  speakers  and  a  resume  of  the  morning’s  discus¬ 
sion.  After  this  part  of  the  program  was  over,  committee  meetings  were  held 
until  the  dinner  hour. 

The  Traymore  for  dinner  was  the  goal  of  a  rather  large  number  of  secretaries 
and  provided  a  delicious  repast  highlighted  by  blueberry  pie  and  delightful  music, 
including  the  appropriate  number  “School  Days”.  In  the  evening  there  was  an 
informal  reception.  While  it  might  seem  that  the  “important  events”  have  been 
passed  over  for  trivial  details,  that  was  my  assignment  and  intent;  but  here  I  can 
tell  all!  It  was  our  privilege  to  hear  Miss  Nancy  Ness,  Norway’s  foremost  soprano. 
To  those  assembled  in  the  Park  Lounge  of  the  Claridge  on  this  Saturday  evening, 
time  passed  all  too  quickly  as  Miss  Ness  sang  the  Lord’s  Prayer,  numbers  by  Grieg 
and  Brahms,  and  excerpts  from  “Carmen”.  Her  performance  was  exhilirating  and 
executed  with  elan  and  fervor.  Her  accompanist  gave  several  selections,  including 
one  by  Chopin.  Expressions  of  acknowledgment  and  appreciation  were  numerous 
and  freely  given  after  which  refreshments  captured  the  attention  of  all.  Party 
'■andwiches  and  orange  punch  was  served,  followed  by  cherry  sundaes  in  honor 
cf  George  Washington’s  birthday. 

We  awoke  on  Sunday  morning  to  find  a  raging  blizzard  that  placed  inches  of 
snow  and  ice  on  the  streets.  While  this  hampered  travel,  it  in  no  way  detracted 
from  the  Brunch  which  was  held  as  planned  in  Trimble  Hall  and  clearly  showed 
the  careful  thought  and  hours  of  work  necessary  to  produce  such  a  noteworthy 
affair. 

After  the  Brunch  which  marked  the  close  of  a  highly  successful  conference, 
the  group  dispersed,  each  to  follow  her  own  itinerary  home.  Thus,  from  the  time 
we  first  glimpsed  the  “Welcome  Educators”  signs  until  we  left  behind  the  panorama 
of  snow  and  ice,  ocean  waves  and  cooling  breeze,  boardwalk  strolls  and  salt  water 
fish,  roller  chairs  and  auction  sales,  we  felt  the  benefits  of  time  taken  from  a  busy 
and  fixed  routine  for  a  glimpse  into  the  broader  aspects  of  our  jobs;  the  stimulus 
of  finding  others’  ways  of  solving  the  problems  that  face  us;  the  interesting  points 
of  view  from  different  sections  of  the  country;  and  the  means  of  self-development 
and  the  possible  certification  of  school  secretaries. 


It  is  with  deep  regret  that  we 
leport  to  you  the  death  of  Harry 
Cowardin,  husband  of  Constance 
King  Cowardin,  our  Junior  Past 
President.  Mr.  Cowardin  passed 
away  in  Richmond,  Virginia,  on 
April  3,  after  a  long  illness. 
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Katherine  E.  Mitchell,  Editor  Mary  Patricia  Cleary,  Assistant  Editor 


Another  school  year  approaches  its  end  and  with  it  goes  our  best  wishes  for 
a  happy  and  enjoyable  summer.  To  those  who  have  attended  Workshops  before, 
we  hope  you  are  planning  to  attend  another  one,  even  two,  this  summer.  Five 
very  good  ones  are  scheduled  and  are  listed  on  other  pages  of  this  magazine.  To 
those  who  have  not  had  the  good  fortune  to  attend  a  Workshop  before,  we  urgently 
suggest  that  you  jrut  it  on  your  list  of  “musts”  for  the  summer.  Its  an  experience 
you’ll  never  forget  or  regret. 

As  we  complete  our  four-year  term  of  office  as  Editor  and  Assistant  Editor 
with  this,  our  last  issue,  we  wish  to  pay  tribute  and  to  say  “thank  you”  to  those 
people  who  helped  to  make  the  magazine  possible. 

To  our  advertisers  for  their  continued  patronage; 

To  Miss  Edna  Atkinson,  Member  of  the  Executive  Board,  from  Oak  Park, 
Illinois,  who  secured  all  of  the  advertisements  for  the  past  two  years; 

To  the  many  contributors  of  articles,  who  so  willingly  gave  of  their  time  and 
effort  to  write  them; 

To  our  printer,  Iron  City  Printing  Corporation  of  Pittsburgh,  for  their  pleasant 
cooperation  and  helpful  suggestions; 

To  our  “mailers”,  a  group  of  Pittsburgh  school  secietaries,  who  were  always 
ready  and  willing  when  given  the  call — “the  magazines  are  ready  for  mailing” — 
to  kelp  with  the  pasting  of  the  name  tabs  and  stamps  on  the  magazines  so  they 
could  reach  you  as  quickly  as  possible. 

To  Miss  Frances  E.  Rosenthal,  Secretary  to  Dr.  Herold  C.  Hunt,  General 
Superintendent  of  Schools,  Chicago,  Ill.,  and  Editor  of  our  Listening-In  Column, 
who  covered  the  news  of  school  secretaries  from  one  end  of  the  country  to  the 
other  in  such  a  clever  and  interesting  manner; 

To  Miss  Rea  Lindenberg,  Secretary  in  the  Division  of  Extension,  Adminis- 
t'-ation  Building,  Philadelphia,  Pennsylvania,  and  Editor  of  our  Efficiency  Exchange, 
who  gave  us  so  many  helpful  short-cuts  and  suggestions  to  use  in  our  daily  work; 

To  all  of  you  we  express  our  sincere  thanks  and  appreciation. 

We  know  you  will  cooperate  with  your  new  editor  and  her  new  assistant  editor 
just  as  you  have  with  us.  This  is  your  magazine.  Your  suggestions  and  criticisms 
are  always  welcomed,  believe  us.  Feel  free  to  write  any  time. 

We  extend  to  the  new  editor  and  her  assistant  our  very  best  wishes. 
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Years  Ago  .  .  . 

The  common  drin\ing  cup  and  the 
roller  towel  were  outlawed. 

Why,  then,  should  we  expect  pupils  to 
use  soiled,  dirty  textbooks — even  if  they 
did  originally  have  attractive  bindings? 

Holden  Book  Covers — waterproof 
and  weatherproof — are  the  answer. 

SAMPLES  FREE 

Holden  Patent  BooK  Cover  Co. 

Miles  C.  Holden,  President  Springfield,  Moss. 


Modern  Texts 


Etta  Rots  Stuart 

STUART  TYPING,  SECOND  EDITION 
STUART  COLLEGE  TYPING 

Forkner,  Osborne,  and  O’Brien 
CORRELATED  DICTATION  AND  TRANSCRIPTION 

Morrill,  Bessey,  and  Walsh 
APPLIED  OFFICE  PRACTICE,  THIRD  EDITION 

Bliss  and  Rowe 
EVERYDAY  LAW 

Kanzer  and  Schaaf 

ESSENTIALS  OF  BUSINESS  ARITHMETIC 
Twohig 

PRACTICAL  EXERCISES  IN  BUSINESS  ARITHMETIC 

Rice,  Dodd,  and  Cosgrove 
FIRST  PRINCIPLES  OF  BUSINESS 

D.  C.  HEATH  and  COMPANY 

180  Varick  Street,  New  York  City 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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IN  MEMORIAM 
LOTTIE  MAE  WALKER 


Mrs.  Lottie  Mae  Walker,  Secretary  in  the  Hot  Springs,  Arkansas, 
High  School,  was  taken  suddenly  from  us  in  a  terrible  automobile 
accident,  Sunday,  January  5,  as  she  and  her  husband  were  returning 
to  Hot  Springs  to  their  work  thfere  from  a  holiday  visit  to  her  home 
in  Trinity,  Texas. 

We  became  acquainted  with  Lottie  Mae  at  our  last  State  Con¬ 
vention  at  which  she  was  recognized  as  being  an  outstanding  person. 
She  was  enthusiastic,  intelligent,  cooperative  and  helpful  with  prob¬ 
lems  and  brimful  of  health  and  happiness.  She  was  the  sort  of  a 
person  who  radiates  dependable  personality.  It  made  our  hearts 
glad  to  have  her  with  us.  Her  loss  will  be  felt  keenly  by  the  associa¬ 
tion  for  she  was  one  who  could  have  done  much  in  the  group. 

Our  sympathy  is  extended  to  the  Hot  Springs  schools,  for  we 
know  the  shock  to  her  friends  and  associates  there  and  their  sorrow 
has  been  very  great. 

We  also  extend  our  sympathy  to  Mr.  Harlan  V.  Walker,  her 
husband.  He  was  seriously  injured  in  the  accident  and  is  confined 
to  the  Baptist  State  Hospital  in  Little  Rock,  Arkansas.  Mr.  Walker 
is  printing  instructor  in  the  Hot  Springs  High  School. 

CoRiNNE  Messenger,  President 
Arkansas  Association  School  Secretaries 
School  Board  Office 
North  Little  Rock,  Arkansas 


•  •  • 

A  Tribute  to 

STELLA  A.  THOMAS 

By  her  Superintendent,  Laurence  O.  Thompson 
Keene,  New  Hampshire 

In  the  passing  of  Stella  A.  Thomas  on  October  12,  1947,  our 
school  system  lost  a  loyal  worker,  and  our  school  children  a  faithful 
friend  and  adviser.  During  her  many  years  of  service  as  Secretary 
to  the  Superintendent  of  Schools,  Miss  Thomas  had  developed  an 
unusual  knowledge  of  school  routine,  and  an  extraordinary  interest 
in  the  welfare  of  the  pupils.  She  was  a  tireless  worker  in  behalf 
of  the  schools  and  the  community.  Hers  was  a  life  of  service.  The 
schools  are  the  better  for  her  long  association  with  them. 
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MARION  HOMER 
Corresponding  Secretary  1948 
LaGrange.  Illinois 


EDNA  ATKINSON 
Executive  Board  1948 
Oak  Park,  Illinois 


CHARLOTTE  A.  MARR 
Executi.e  Board  1949 
Washington,  D.  C. 
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RITA  K.  PUTNAM 
Executive  Board  1949 
Denver,  Colorado 


ANNE  J.  CRITCHLOW 
Executive  Board  1948 
Salt  Lake  City,  Utah 


MARY  E.  BOWERS 
Treasurer  1948 
Crawfordsviile,  Indiana 


OFFICERS  AND  EXECUTIVE  BOARD  MEMBERS— 1947-1948 


ELEANOR  M.  DEARDEN 
President  1948 
Springfield,  Massachusetts 


CONSTANCE  K.  COWARDIN 
Junior  Past  President  1948 
Richmond,  Virginia 


CATHERINE  DALY 
First  Vice  President  1949 
Detroit,  Michigan 


GEORGIA  A.  DAVIS 
Recording  Secretary  1949 
Hannibal,  Missouri 


SARA  E.  MILNER 
Third  Vice  President  1949 
Atlanta,  Georgia 


KATHERINE  E.  MITCHELL 
Second  Vice  President  1948 
Pittsburgh,  Pennsylvania 


ADVERTISING  IN  YOUR  MAGAZINE 

Did  you  ever  think  why  advertising  appears  in  each  issue  of  this  magazine? 
Advertising  in  THE  NATIONAL  SECRETARY  does  not  happen.  It  is  only  one 
of  the  services  that  the  magazine  gives  you  and  it  is  a  highly  specialized  field  with 
many  requirements  on  the  part  of  the  advertiser  and  on  the  part  of  the  advertising 
editor. 

The  advertiser  is  giving  you  advance  information  on  the  latest  developments 
in  products  used  in  educational  offices.  He  is  spending  a  carefully  planned  adver¬ 
tising  budget  to  increase  the  business  of  his  company.  His  copy  is  planned  with 
thought  and  care  for  school  secretaries,  clerks  and  school  office  employees. 

The  advertising  editor  attempts  to  secure  advertising  of  products  or  services 
that  have  interest  and  appeal  to  the  worker  in  a  school  office.  This  duty  is  given 
to  one  person  to  center  the  sales  efforts  and  to  make  a  single  contact.  Once  this 
contact  is  set  up  both  the  advertiser  and  the  advertising  editor  become  familiar 
with  the  workings  of  each  other  and  a  friendly  and  kindly  relationship  exists 
between  them. 

You  may  help  in  the  continued  growth  and  improvement  of  the  magazine  by 
telling  advertisers  that  you  read  their  advertisements,  by  giving  them  your  business 
when  you  can  and  by  constant  support  of  the  magazine  THE  NATIONAL  SECRE¬ 
TARY  and  of  your  organization  the  NATIONAL  ASSOCIATION  OF  SCHOOL 
SECRETARIES.  During  1947  advertisers  paid  approximately  $1,050.00  for  their 
space  in  this  magazine.  The  sum  has  enabled  your  editors  to  give  you  a  better 
magazine  than  would  be  possible  without  the  selling  of  advertising  space.  How¬ 
ever,  this  sum  is  not  sufficient  to  cover  the  great  increase  we  have  had  in  the  cost 
of  paper,  printing  and  production  of  THE  NATIOAAL  SECRETARY.  In  view 
of  this  fact  it  is  necessary  to  increase  the  rates  on  space  to  become  effective 


Juiy  1,  1948.  The  new  rates  are  as  follows: 

Double  pages  .  $60.00 

Cover  pages,  front  or  back .  35.00 

Full  page  .  30.00 

Half-page  . 20.00 

Quarter-page  .  15.00 


On  a  year’s  contract,  or  for  three  issues,  a  ten  per  cent  discount  will  be  allowed. 

1948  SUMMER  WORKSHOPS 

KENT  STATE  UNIVERSITY 
Kent,  Ohio,  July  18  to  July  21 

The  fourth  annual  Workshop  for  School  Secretaries  of  the  State  of  Ohio  will 
be  held  at  Kent  State  University,  Kent,  Ohio,  beginning  with  a  tea  at  5  P.  M.  on 
Sunday,  July  18,  and  lasting  through  noon  on  Wednesday,  July  21. 

This  Workshop  is  being  sponsored  by  Kent  State  University  and  the  Depart¬ 
ment  of  School  Secretaries  of  the  Ohio  Association  of  Public  School  Employees. 
Mr.  Robert  I.  White,  Dean  of  the  College  of  Education  of  Kent  State  University, 
is  working  very  hard  with  the  Educational  Committee  to  have  this  Workshop  very 
outstanding  and  worthwhile  to  all  who  can  attend. 

Registration  fee  $5.00 

Reservations  in  Dormitories  -  $1.00  per  night 
College  Cafeteria  will  be  available  for  meals 
The  final  program  has  not  been  completed  but  the  tentative  one  is  a  fine  one. 
It  offers  a  good  bit  of  entertainment  along  with  the  serious  side  of  the  program. 
Any  suggestions  will  be  very  graciously  received  by  Vivienne  H.  Tussel,  Educational 
Chairman  of  the  Department  of  School  Secretaries,  for  the  above  association.  Mrs. 
Tussel’s  address  is  1749  Lee  Road,  c/o  Cleveland  Heights  Board  of  Education, 
Cleveland  Heights  18,  Ohio. 
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LOS  ANGELES  WORKSHOP  August  2  to  August  6 

For  how  many  years  have  you  been  promising  yourself  that  “sonje  day”  you 
will  visit  Southern  California?  Why  not  make  it  this  year,  and  attend  the  Work¬ 
shop  being  sponsored  by  the  Secretarial  Association  of  the  Los  Angeles  City  Schools? 

Beginning  on  August  2,  a  five-day  workshop  is  being  planned  by  the  In-Service 
Training  Section  of  the  Personnel  Division  of  the  Los  Angeles  Board  of  Education. 
This  first  Workshop  presented  by  a  local  school  district  will  be  held  on  the  campus 
of  the  City  College,  the  former  site  of  the  University  of  California  at  Los  Angeles. 
An  attendance  of  approximately  250  is  anticipated,  with  registration  from  all  parts 
of  the  country. 

Opening  with  a  general  session  on  each  day,  plans  include  discussion  groups, 
demonstrations,  visits  to  administrative  offices  and  social  events.  Among  the  topics 
to  be  covered  are  “Know  Yourself”,  “Know  Others”,  “The  School  Dollar”,  “Work 
Flow  and  Work  Analysis”,  “Supervisory  Techniques”,  “Effective  Speech”,  “Effec¬ 
tive  Letters  and  Reports”,  and  similar  subjects. 

On  the  social  side  will  be  a  reception,  a  banquet,  a  fashion  show  and  several 
teas.  Headquarters  for  out-of-town  visitors  will  be  the  Hollywood  Roosevelt  Hotel, 
where  a  block  of  rooms  has  been  reserved. 

For  those  attending  from  outside  the  Los  Angeles  City  School  District,  there 
will  be  a  tuition  charge  of  $5;  a  ticket  book  covering  “extra-curricular”  events 
will  be  $10,  including  transportation  for  various  tours  included  in  the  Workshop 
program.  Not  included  in  this  cost,  but  which  will  be  available,  are  visits  to  the 
Hollywood  Bowl  concerts,  the  Greek  Theater  summer  series  of  musical  comedies, 
the  Huntington  Memorial  Library,  and  other  local  highlights. 

If  you  are  interested  in  attending  this  Workshop  and  wish  to  be  informed  as 
final  plans  are  worked  out,  send  your  name  to  Mrs.  Bettye  R.  Wells,  Auxiliary 
Services  Division,  Board  of  Education,  451  North  Hill  Street,  Los  Angeles  12  Calif. 

WORKSHOP  SCHEDULE 

Following  is  the  tentative  outline  of  sessions  planned  for  the  Los  Angeles 
Workshop.  The  opening  General  Session  of  each  day  will  be  attended  by  all.  The 
entire  enrollment  will  be  divided  into  sections  and,  by  rotation,  each  section  will 
have  an  opportunity  to  participate  in  all  group  meetings. 

Monday,  August  2 

General  Session:  “Know  Yourself” 

Group  Sessions:  Counseling  and  Test  Administration 
“Tensions” — talks  by  physicians 
Grammar  Review 
Word  Meaning  and  Usage 

Tuesday,  August  3 

Group  Session:  “Know  Others” 

Group  Sessions:  Supervisory  Techniques 

Organized  Tour  of  Administrative  Offices  (three  buildings)  followed  by  a  Tea 
in  the  Administrative  Building  dining  room 
Wednesday,  August  4 

General  Sesson:  “Know  Your  Mother  Tongue” 

Group  Sessions:  Effective  Speech 

Effective  Letters  and  Reports 

Demonstrations  of  Mimeographing,  Bulletin  Boards  and 
Thursday,  August  5  Business  Machines 

General  Session:  “Work  Flow  and  Job  .Analysis” 

Group  Sessions:  General  Office  Methods 

Counselor’s  Office  Requirements 


/aiw/  Yleif 


^ ^  Already,  Sexton  Fountain  Specialties 

have  captured  the  favor  of  fountain 
managers  who  know  the  art  of  pleasing 
the  public.  The  rich  crushed  fruit  makes  every  sundae  a 
taste  sensation.  The  chocolate  syrup  is  smooth  and  mild, 
yet  rich-hodied.  The  toppings  are  delectable.  Sexton 
fountain  service  is  convenient  and  complete  even  to  the 
accessories.  The  Sexton  Man  in 

your  neighborhood  will  be  glad  XMtHn 

to  call  on  you. 


When  dealing  with  our  advertisers,  please  mention  the  \ational  Secretary 
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Today,  school  cafeteria  buyers  have 
found  that  good  food  costs  less, 
especially  in  feeding  children  and 
teenagers.  There  is  no  waste  in  serv* 
ing  food  of  the  same  fine  quality 
that  is  featured  in  the  leading  ho¬ 
tels  and  restaurants.  There  is  no 
extra  cost  for  the  assurance  gained 
by  serving  food  of  the  same  purity 
as  that  served  by  the  most  exacting 
hospitaL 


Sexton  foods  are  prepared  exclu¬ 
sively  for  those  who  serve  many 
people  each  day.  This  specialization 
makes  dealing  at  Sexton’s  pleasant, 
convenient  and  satisfying.  Sixty- 
three  years  of  dependable  service 
are  bark  of  every  purchase. 

A  Sexton  salesman  calls  in  your 
town  at  least  every  other  week.  If 
he  has  not  been  in  to  see  you, 
please  drop  us  a  card  and  we  will 
have  him  calL 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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Registrar’s  Office  Procedures  " 

Friday,  August  6  Business  Office  Forms  ) 

General  Session:  “The  School  Dollar’’ 

Group  Sessions:  Planning  the  Budget 

Counseling  and  Test  Results 
Stylist,  Fashion  Show  and  Tea 

Sessions  are  scheduled  from  8:45  A.  M.  to  3:35  P.  M.,  with  one  hour  for  the 
General  Session  and  five  section  meetings  of  45  minutes  each  day.  i 

UNIVERSITY  OF  MICHIGAN  Ann  Arbor,  Michigan,  July  6  to  july  9 

The  Michigan  Association  of  School  Secretaries  are  happy  to  be  able  to 
announce  a  summer  Workshop  to  be  held  at  the  University  of  Michigan  July 
The  University  of  Michigan,  in  cooperation  with  the  School  Secretaries,  is  sponwl 
ing  the  Workshop  for  secretaries  and  clerks  employed  in  educational  systems  or 
in  organizations  concerned  with  public  education.  School  superintendents  and  pri 
cipals  are  asked  to  urge  their  secretaries  and  clerks  to  attend. 

The  Workshop  has  been  planned  to  help  secretaries  and  clerks  to  upgrade  th 
jobs  and  better  prepare  for  their  duties  involved.  A  special  feature  will  be 
all-day  session  on  improving  the  secretary’s  personality  and  personal  appears 
Such  topics  as  basic  wardrobe,  hair  styling,  make  down,  and  grace  and  motion  wiB 
be  presented  under  the  direction  of  the  Detroit  branch  of  the  John  Robert  Powen 
School.  Other  study  groups  will  cover  lectures,  letter-writing  techniques,  school 
record  forms,  office  machines  demonstrations,  and  a  speech  clinic.  In  additioi^ 
there  will  be  tours,  a  garden  tea,  picnic,  theatre  party,  and  a  final  banquet. 

The  Workshop  will  be  under  the  general  direction  of  Dr.  Irene  Place,  Assist 
Professor,  School  of  Business  Administration,  University  of  Michigan.  St 
groups  will  be  supervised  by  specialists  in  psychology,  business  administration,  a 
education  from  the  University,  educational  leaders  from  the  Department  of  Pu 
Instruction,  and  other  agencies.  Housing  accommodations  are  available  at  t 
Michigan  Union.  The  registration  fee  will  be  $7.00  for  the  entire  week. 

The  profession  of  the  school  secretary  is  playing  an  increasingly  impo 
role  in  school  administration,  and  educational  administrators  will  find  it  to  t 
advantage  to  have  their  secretaries  and  clerks  attend  this  Workshop.  Where 
possible,  it  is  hoped  that  boards  of  education  will  pay  all  or  part  of  the  expe 
of  those  who  attend. 

For  further  information  regarding  the  Workshop,  write  to  Mis.s  Mary  M.  Co 
Chairman,  Workshop  for  Secretaries  and  Clerks,  Department  of  Public  Instructi 
Lansing  2,  Michigan. 

PURDUE  UNIVERSITY  West  Lafayette,  Indiana 

Purdue  University,  Division  of  Education  and  Applied  Psychology,  announ 
its  second  biennial  Workshop  for  School  Secretaries  for  the  week  of  August  2 
August  7,  1948. 

General  Sessions  will  be  devoted  largely  to  talks  and  discussions  of  psy 
logical,  sociological  and  educational  topics,  interspersed  with  popular  lectures  oa 
world  affairs,  while  afternoons  will  be  spent  in  Seminar  Study  Groups  on  ar 
directly  related  to  the  secretary’s  work  and  to  individual  conferences. 

A  full  program  of  recreation,  entertainment  and  social  events  has  been  plan 
in  cooperation  with  the  Women’s  Physical  Education  Department  at  the  Universi.^ 

The  commodious  Women’s  Residence  Halls  will  be  available  for  pleasant  a 
comfortable  housing.  The  Union  Building  at  the  center  of  the  Campus  will 
headquarters  for  the  Workshop  proper. 

This  is  an  opportunity  to  combine  a  vacation  with  profitable  in-service  traini 
at  a  modest  investment. 

For  further  particulars,  write  Dr.  F.  B.  Knight,  Director,  Summer  Sessi 
Purdue  University,  West  Lafayette,  Indiana. 


Your  dicfoting  lim*  grew*  shorter 
,  .  .  yielding  extra  hours  for  other 
work  . . .  when  the  efedromc  p/us  in 
the  Edison  Electronic  Voicewriter  lifts 
the  pace  of  both  dictation  and  trans¬ 
cription.  Exclusive  Ear-Tuned  Jewel- 
Action  bars  confusing  low-frequency 
tones  from  the  transcriber's  ear. 
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tones  that  make  words  sharp  and 
clear  .  .  .  avoiding  costly,  time- 
wasting  errors.  No  other  instrument 
matches  Edhcn  WMhnlaHdeMity  .  .  . 
because  on/y  Edison  has  Ear-Tuned 
Jewel-Action. 
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riculum”  courses.  Then,  too,  she  volunteers  her  services  for  philanthropic  purposes. 
Does  she  work  for  her  pet  project  and  how.  No  task  is  too  great  for  her  if  it 
means  more  contributions  to  the  cause.  She  gives  to  the  blood  bank,  the  Red  Cross, 
the  Community  Fund.  She  doesn’t  wait  to  be  urged,  she  steps  forward.  Since 
the  school  secretary  meets  and  greets  the  big  shots  as  well  as  the  little  ones 
she  dresses  up  to  her  job.  Her  saucy  new  hat  tells  the  world  that  spring  is  on 
its  way  even  before  the  crocus  peeps  through  the  snow.  Her  desk,  too,  lives  up  to 
her  job.  Who  ever  saw  a  secretary’s  desk  without  a  rose,  a  decorative  vase  or  an 
amusing  gadget,  be  it  a  puzzle  or  an  hour  glass?  There  is  an  air  of  camaraderie 
between  secretaries,  a  realistic  give  and  take  relationship.  The  secretary  smiles 
not  only  at  the  principal,  the  teacher,  the  parent,  the  pupil,  but  at  the  other  secre¬ 
tary,  too.  She  keeps  faith  with  all  groups. 

More  and  more  one  learns  the  prime  importance  of  the  relation  of  the  indi¬ 
vidual  to  the  group  in  successful  school  living.  The  school  secretary  exemplifies 
this  truth  to  a  great  degree.  She  makes  the  wheels  turn,  she  throws  oil  on  troubled 
waters.  As  tiny  Tim  said  many  years  ago,  “God  Bless  Them  Everyone’’. 


VISUAL  EDUCATION  IN  DETROIT 

By  Robert  LeAnderson,  Supervisor  of  Visual  Education 
Detroit  Public  Schools,  Detroit,  Michigan 

Ask  any  child  what  he  likes  about  his  favorite  teacher,  and  the 
answer  will  often  be,  “She  explains  things  well.’’  The  reason 
visualizing  the  various  school  subjects  has  grown  so  popular 
of  late  is  the  fact  that  teachers  realize  it  invariably  helps  them 
explain  things  well. 

Let’s  step  into  the  school  where  these  “aids”  are  in  use. 
The  science  classes  may  be  working  on  a  project  involving  the 
city’s  water  supply.  Students  are  seeing  the  U.  S.  Public 
Health  film,  CLEAN  WATERS.  The  nation’s  bill  of  $100,- 
000,000.00,  which  is  paid  annually  for  damage  caused  by  un¬ 
clean  water,  is  being  explained.  Color  photography  is  used.  Specific  instances  are 
shown  of  the  ill  effects  of  polluted  water  on  such  locations  as  bathing  beaches, 
factories,  and  commercial  fishing  regions.  Through  the  use  of  “technical  anima¬ 
tion,”  the  film,  describes  a  modern  sewage  plant,  giving  a  most  realistic  explanation 
of  the  chemistry  of  water  purification. 

Likewise,  art  education  students  may  be  viewing  such  a  film  as  BRUSH 
TECHNIQUES.  In  this  picture,  Eliot  O’Hara,  one  of  America’s  leading  colorists, 
demonstrates  such  techniques  as  preparing  the  brush  for  painting,  mixing  colors, 
splitting  the  brush,  shadow  treatment,  and  using  multiple  colors  on  a  single  brush. 

In  other  rooms,  a  different  medium  may  be  in  evidence.  Slides  relating  to 
hyrd’s  Antartic  Expedition  may  be  in  the  process  of  projection.  In  still  another 
classroom,  a  film  strip  may  be  in  use  such  as  A  DAY  ON  THE  FARM — an  excellent 
portrayal  of  farm  life  for  children  attending  city  schools. 

Such  activities  characterize  good  teaching.  Using  good  visual  materials  in 
situations  where  children  are  prepared  by  an  efficient  teacher  for  viewing  the  film 
is  a  combination  which  is  hard  to  beat.  By  the  use  of  slides  and  films  the  entire 
world  can  be  brought  to  the  very  doorstep  of  the  school. 

Effective  instruction  of  this  nature  does  not  come  by  accident.  Preceding 
receipt  of  a  film  at  a  given  school  is  a  carefully  planned  sy^em  of  film  selection, 
budgeting,  cataloging,  inspecting,  booking,  storing,  repairing,  and  delivering.  Each 
step  completed  with  effectiveness  presages  availability  of  the  film  at  the  school  when 
needed.  In  Detroit,  as  elsewhere,  each  step  must  be  performed  with  thoroughness 
in  order  that  the  goal  of  effective  classroom  utilization  may  be  reached. 
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School  budgets  are  seldom  adequate  to  cover  the  purchase  of  enough  print! 
to  meet  present  demands.  Consequently,  only  those  can  be  chosen  which  can  be 
obtained  within  the  limits  of  available  funds.  Once  the  film  is  purchased  and 
received  from  the  producer,  it  must  be  inspected,  numbered,  jilaced  in  the  proper 
container,  and  stored  in  preparation  for  distribution.  When  a  request  is  received 
for  the  film  from  a  school,  a  “booking”  process  must  be  completed.  Shipping  tags 
too  must  be  prepared  prior  to  delivery.  Once  the  film  has  bean  at  the  school,  it 
must  be  returned  promptly  for  re-distribution.  Of  particular  importance  is  the 
inspection  process  which  follows.  It  is  designed  to  discover  any  damage  which 
may  have  been  incurred  since  the  film  was  last  inspected. 

Monthly  circulation  figures  give  some  evidence  of  the  use  visual  material! 
receive  in  Detroit  schools.  During  the  month  of  November,  1947,  4531  “units”  were 
distributed  to  teachers.  One  “unit”  is  interpreted  to  mean  a  film,  a  slide  sat,  or  a 
film  strip.  This  represents  requests  from  individual  schools  475  different  times 
during  this  calendar  month. 

One  must  realize  that  beyond  the  circulation,  selection,  and  repair  of  films, 
there  still  remains  the  task  of  selecting  and  caring  for  equipment.  This  involve', 
highly  technically  trained  personnel  who  can  prepare  specifications,  test  new  cqu  p- 
ment,  and  repair  each  type  when  needed.  Obviously,  instructional  materials  ar? 
useless  unless  the  means  of  projection  are  available  and  in  proper  working  condition. 

The  school  secretary,  as  well  as  the  teacher,  has  an  important  part  to  play  in 
the  visual  program.  Often  it  is  her  responsibility  to  check  such  materials  as  they 
are  received  in  the  school.  And  more  important,  is  the  necessity  of  returning  them 
promptly  once  they  have  been  used.  Delay  at  this  stage  penalizes  teachers  at 
other  schools  who  may  have  ordered  the  same  items  at  a  succeeding  date. 

A  visual  program  is  effective  to  the  degree  to  which  it  serves  the  classroom 
teacher.  The  school  secretary  is  an  important  link  in  this  organization  in  her 
position  as  overseer  and  expediter  in  the  office  of  the  school.  Understanding  the 
entire  process  of  using  visual  aids  from  initial  purchase  to  classroom  utilization 
will  emphasize  the  importance  of  having  the  materials  flow  smoothly  through  the 
school  once  they  are  received. 


Penal  Sharpeners  ^ 

For  a  perfect  point  every  time  have  an  Apsco  llUb  I 

Premier  at  your  desk.  Quickly  and  precisely  sharp-  ^ 

ens  pencils  and  wood-case  crayons.  Equipped  with 
Automatic  Feed;  Pencil  Stop  to  save  your  pencils;  ▼ 

famous  Apsco  Cutters  for  clean,  smooth  results!  By  ^  f||i 

the  makers  of  Apsco  Dexter,  Giant,  Chicago,  and 
other  models. 

AUTOMATIC  PENCIL  SHARPENER  CO. 

World’s  Largest  Producer  of  Pencil  Sharpeners 

ROCKFORD.  ILL.  .  LOS  ANGELES  .  TORONTO 

When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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Rea  Lindenberg 

Room  302  Administration  Building,  Parkway  and  21st  Street 
Philadelphia  3,  Pa. 


The  following  line, 
which  is  printed 
on  some  stationery 
used  in  our  office, 
“If  you  would  build 
a  better-  world, 
start  in  your  own 
community,”  makes 
me  think  every 
time  I  read  it. 

Rea  Lindenberg 

it  also  para¬ 
phrases  itself  in  my  mind  somewhat  like 
this:  “If  you  want  an  efficient  office,  put 
into  practice  the  fine  contributions  sent 
to  this  column.” 

Edna  Atkinson,  who  takes  care  of  The 
National  Secretary’s  advertising,  took 
time  out  from  her  busy  life  at  Dew-Drop 
Inn  (that  place  sounds  like  a  “must” 
on  anybody’s  calendar!)  to  send  in  two 
very  helpful  booklets  about  secretaries. 
One  is  put  out  by  the  Remington  Rand 
Co.  and  is  entitled  “Memo: — How  to  be 
a  Super  Secretary.”  It  is  written  with 
a  light  and  airy  touch  and  has  enchant¬ 
ing  cuts  and  snappy  sub-titles,  but  for 
all  its  seeming  lightness,  it  gives  good 
sound  advice.  The  other  booklet,  “The 
Office  Economist,”  Quarterly,  1947,  issued 
by  the  Art  Metal  Construction  Co., 
Chicago,  Ill.,  has  several  good  articles 
in  it  helpful  to  secretaries. 

Elva  M.  Collar,  Senior  Secretary  at 
Wm.  Penn  High  School,  Philadelphia, 
wrote  in  that  they  have  had  great  suc¬ 
cess  with  the  following  idea:  “At  times, 
our  school  bells  do  not  ring  automatical¬ 
ly  and  no  matter  how  careful  we  tried 


to  be,  some  conflicting  duty  would  delay 
ringing  the  bells  on  time.  So,  we  pur¬ 
chased  a  Presto  Timer  (such  as  is  used 
with  pressure  cookers)  for  $3.95  and 
when  necessary,  we  set  it  for  the  num¬ 
ber  of  minutes  required  before  the  next 
bell  rings.  This  little  helper  has  saved 
us  much  time  in  clock  watching  and  also 
keeps  our  bells  right  on  schedule.” 

“Your  ‘Efficiency  Exchange’  interests 
me  and  I  hope  my  offerings  may  prove 
helpful  to  others,”  writes  Viola  C.  Man- 
seau.  Superintendent’s  Secretary  and 
Head  Clerk,  New  Bedford,  Mass. 

“(1)  All  of  the  department’s  printed 
forms  for  use  in  the  schools  (and  we 
have  nearly  two  hundred  of  them)  carry 
a  number  in  the  left-hand  corner.  These 
forms  are  listed  by  their  numbers  and 
titles  OB  our  form  ‘Requisition  for 
Blanks’  and  are  stored  in  deep,  black 
cloth-covered  boxes  made  with  covers 
and  drop  fronts.  The  number  of  the 
form  is  pasted  on  the  drop  front  of  the 
box  in  which  the  supply  is  stored.  It  is 
an  easy  matter  to  raise  the  cover  slight¬ 
ly,  drop  the  front,  and  reach  into  the 
box  for  the  required  number  without  re¬ 
moving  the  box  from  the  storage  shelf. 
The  boxes  are  of  two  widths,  the  nar¬ 
rower  boxes  taking  the  narrower  forms, 
the  wider  boxes  the  larger.  The  shelves 
carrying  these  boxes  occupy  a  large  part 
of  the  wall-space  on  one  wall  of  the 
store-room.  The  forms  are  thus  kept 
free  from  dust,  unrumpled,  in  good 
shape,  with  a  minimum  of  waste. 

“(2)  We  use  a  color  scheme  for  our 
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supply  requisitions.  We  list  all  items 
of  a  kind  permitted  by  the  supply  sched¬ 
ules  on  one  requisition  and  use  a  special 
color  for  it.  Basic  text-books  are  listed 
on  a  brown  requisition;  supplementary 
texts  on  a  light  blue;  stationery  supplies 
on  yellow;  janitors’  supplies  on  green, 
etc.,  with  pink  reserved  for  Miscellane¬ 
ous  Supplies,  items  to  be  written  in. 
The  colors  quickly  identify  the  requisi¬ 
tions  and  are  great  time-savers  when  it 
is  necessary  to  check  deliveries,  bills, 
and  complaints. 

“(3)  A  third  time-saver  is  the  use  of 
school  numbers.  Each  school  has  a 
number:  the  lOO’s  are  high  schools;  the 
200’s  junior  highs;  the  300’s  grammar 
schools;  the  400’s  primary  schools,  etc. 
By  using  the  school  numbers  instead  of 
the  school  names  (nearly  all  of  our 
schools  are  named  for  persons)  we  save 
both  valuable  time  and  space. 

“(4)  Another  time-saver  is  the  tabula¬ 
tion  card  we  use  when  totaling  our  an¬ 
nual  supply  orders.  (We  contract  for  a 
year’s  supply  of  all  regular  items  in  the 
spring  of  each  year.)  The  cards  we  use 
are  6"  wide  and  9"  long  and  are  lined 
across  and  have  seven  columns  below  a 
1"  heading.  The  school  numbers  are 
printed  down  the  first  column,  and  each 
of  the  other  columns  carries  a  year  date. 
The  inch  margin  at  the  top  provides 
room  to  type  in  the  name  of  the  article 
being  tabulated.  By  jotting  dpwn  the 
number  of  packs  of  letter  paper  (for 
instance)  requested  by  each  school,  add¬ 
ing  the  number  of  packages  to  be  kept 
in  stock  for  emergency  use,  and  totaling 
the  year-column,  it  is  a  very  simple 
matter  to  ascertain  the  amount  which  is 
needed  for  the  ensuing  year.  These  cards 
also  make  it  possible  to  see  at  a  glance 
the  orders  which  are  out  of  proportion 
and  they  can  be  checked  against  the 
scheduled  allotments.  A  comparison  of 
orders  for  a  given  school  year  by  year 
is  also  possible  without  any  research. 

“(5)  We,  too,  have  an  ‘Office  Routine 
File’  but  ours  takes  the  form  of  a  folder 
containing  typewritten  pages  outlining 
General  Directions  for  the  conduct  of 
the  office  and  a  page  of  directions  re¬ 


quired  to  be  done  in  each  month  with 
special  notations  of  the  business  which 
needs  to  be  presented  to  the  School  Com¬ 
mittee  at  both  monthly  meetings.  It  U 
simple,  takes  up  little  space,  and  is  very 
helpful  to  regular  clerks  and  substitutes 
alike. 

“If  anyone  is  interested  in  seeing  i 
sample  of  the  requisitions  we  use  or  the 
cards  for  tabulation  purposes  I  shall  be 
very  happy  to  send  them  on  request.” 

Fannie  Barmish,  Hanna  School,  Phili- 
delphia,  very  conscientiously  took  notes 
at  all  the  meetings  we  attended  at  the 
N.A.S.S.  convention  in  Atlantic  City  in 
February.  She  was  good  enough  to  pass 
on  some  of  those  she  took  of  the  talk 
given  by  Dr.  M.  Herbert  Freeman,  De¬ 
partment  of  Business  Education,  State 
Teachers  College,  Paterson,  N.  J.,  on 
“Modern  Secretarial  Practices’’.  In  dis¬ 
cussing  secretarial  short  cuts,  he  sug¬ 
gested  the  elimination  of  a  second  sheet 
of  paper  for  the  carbon  copy  of  a  letter. 
Instead,  he  advocated  using  the  back  of 
the  original  letter  received,  and  in  that 
w'ay  one  could  save  filing  space  and 
have  easier  access  to  the  letter  and 
answer. 

Although  it  seems  early  to  be  wishing 
you  all  a  happy  summer  vacation,  we 
will  not  be  collaborating  again  until  the 
Fall.  However,  I  shall  welcome  all  con¬ 
tributions  from  you  between  now  and 
September. 


Vacation 

Little  bank  roll,  here  we  part,  let  me 
hug  you  to  my  heart.  All  the  year  I’ve 
clung  to  you;  I’ve  been  faithful,  you’ve 
been  true!  Little  bank  roll,  in  a  day 
you  and  I  will  start  away  to  a  good 
vacation  spot — I’ll  come  back,  but  you 
will  not. — Harvard  Lampoon. 


Mistress :  “We  are  having  some  friends 
in  for  a  musical  this  evening,  and  we’d 
like  you  to  do  your  best.’’ 

Bridget:  “Well,  Ma’am,  I  ain’t  sung 
in  years,  but  you  can  put  me  down  for: 
‘It’s  a  Great  Day  for  the  Irish’!’’ 


STOKE-POCES 

By  Verna  Newman  Rule 
WAC — studying  at  State  College 
New  Mexico 

"Far  from  the  madding  crowd's 
ignoble  strife”  lies  the  sleepy  little  ham¬ 
let  of  Stoke-Poges,  and  just  off  the  main 
road,  reached  by  meandering  paths,  is 
the  venerable  graveyard,  locale  of 
Thomas  Gray’s  far-famed  “Elegy  Writ¬ 
ten  in  a  Country  Church-yard”. 

It  is  a  spot  you  have  to  ferret  out — 
remote,  coolly  sequestered,  and  unless 
you  make  a  special  pilgrimage  to  the 
place,  it  can  easily  be  passed  by,  com¬ 
pletely  unnoticed.  The  bi-hourly  bus 
which  operates  in  this  direction  bears  the 
destination  label  of  some  other  town ;  it 
doesn’t  even  stop  at  Stoke-Poges  except 
to  discharge  an  occasional  passenger. 
There  is  nary  a  sign  post  or  “marker” 
to  connect  this  town  with  the  place 
where  Thomas  Gray  sat  in  a  quiet  tran¬ 
quility  and  composed  his  immortal  lines. 

How  differently  a  similar  site  would 
be  exploited  for  commercial  profit  in  the 
United  States!  First  of  all,  it  would 
be  blatantly  advertised  by  newspaper, 
magazine  and  poster.  Billboards,  spaced 
at  judicious  intervals,  would  herald 
"your  approach  to  the  most  famous  of 
cemeteries — something  you  can’t  pass 
up”,  making  a  sort  of  super-spectacle 
out  of  it.  And  as  you  neared  the  town, 
there  would  be  the  usual  string  of  hot- 
dog  stands,  ice-cream  parlors,  souvenir 
shops  and  the  inevitable  competing  tour¬ 
ist  houses.  And,  of  course,  there  would 
be  an  admission  fee! 

Let  us  give  the  English  credit  for  pre¬ 
serving  the  atmosphere  of  melancholy 
charm  which  is  described  in  the  poem 
and  renders  it  the  gem  of  literature  that 
it  is. 

The  first  thing  that  attracts  your 
attention  is  the  fact  that  this  is  no  neg¬ 
lected  spot.  Although  there  is  no  one 
in  evidence,  everything  here  has  the  air 
of  being  well  cared  for,  from  the  “Rose 
Lane”  back  to  the  church-yard  itself. 
Approached  on  a  warm  summer’s  day, 
there  is  an  impression  of  mossy  medie- 
valis  about  it,  a  sleepy  quietude,  inter¬ 


rupted  only  by  the  droning  of  the  bees 
and  the  recurrent  chirp  of  a  cricket. 
You  feel  intoxicated  with  the  peaceful¬ 
ness  of  the  place. 

The  church — St.  Giles — is  a  relic  of 
mellow  antiquity.  Part  of  the  structure 
dates  back  eight  hundred  years,  being 
of  early  English  and  Norman  construc¬ 
tion.  A  sleepy  old  care-taker  bobs  up 
out  of  nowhere  and  asks  if  you  wouldn’t 
like  to  see  the  interior.  There  is  dignity 
and  pride  in  his  manner  as  he  orates 
about  the  details  of  the  architecture  and 
points  out  for  your  interest  the  pews 
of  Thomas  Gray  and  the  William  Penn 
family. 

But  it  is  the  church-yard  which  really 
captures  your  imagination.  You  saunter 
out  of  doors  to  find  that  the  sun  has 
turned  prankish,  permitting  intermittent 
clouds  to  obscure  its  intensity,  as  is  so 
customary  in  England.  This  only  en¬ 
hances,  however,  the  impression  of  mys¬ 
terious  tranquility.  The  church-yard 
may  be  sombre,  and  shadowy,  but 
gloomy — never.  There  is  that  about  it 
which  inspired  meditation  of  the  deeper 
sort.  You  wander  about,  endeavoring  to 
read  the  epitaphs  on  the  grass-grown 
tombstones,  some  of  them  several  hun¬ 
dred  years  old. 

And  then  you  come  upon  the  yew  tree. 
This  yew  tree,  mentioned  in  the  poem, 
is  estimated  to  be  one  thousand  years 
old.  Its  branches  spread  over  a  large 
circumference  and  under  it  are  located 
several  graves.  It  is  under  this  tree 
that  Gray  is  said  to  have  composed  the 
poem,  and  as  you  stand  in  its  shade,  it 
is  difficult  not  to  become  contemplative 
about  Life  and  its  quiet  joys  and  in¬ 
evitable  sorrows.  Majestic  thoughts  un¬ 
fold  themselves  involuntarily  in  this,  the 
original  atmosphere  of  the  poem,  and 
you  cannot  but  agree  with  Gray  in  his 
touchingly  beautiful  philosophy: 

“The  boast  of  heraldry,  the  pomp  of 
power. 

And  all  that  beauty,  all  that  wealth 
e’er  gave. 

Awaits  alike  th’  inevitable  hour. 

The  path  of  glory  lead  but  to  the 
grave.” 

:;3 


The  cloud-opaqued  sun  is  setting  now 
and  a  choir  of  birds  serenade  the  ap¬ 
proaching  twilight.  You  half  expect  to 
hear  the  “Drowsy  tinkling”  of  the  “low¬ 
ing  herd”  as  it  winds  slowly  o’er  the  lea. 

Then,  Nature  having  unsealed  a  few 
of  her  secrets  to  you  for  a  brief  inter¬ 
lude,  you  prepare  to  go,  half  unwilling 
to  leave  the  eternal  sweetness  of  the 
place.  So  it  has  existed  for  hundreds  of 
years;  so  will  it  continue  to  exist  for 
hundreds  more. 


DIARY  OF  A  PITTSBURGH 
SCHOOL  SECRETARY 
ATLANTIC  CITY  CONVENTION 
By  |anet  Klages 
Peabody  High  School 
Pittsburgh,  Pennsylvania 
Friday,  February  20th — 10:. 30  P.  M. 

Arrived  at  Pennsylvania  Station.  All 
met  at  ticket  window.  Joined  by  Eva 
Gigliotti,  Toni  and  Mary  Argentiere, 
and  Margaret  Bruno  who  came  to  see 
us  off,  Eva  had  two  suitcases  and  in¬ 
formed  us  that  she  had  finally  broken 
down  and  decided  to  go  along  with  us. 
As  train  time  neared,  we  decided  to  go 
to  the  train  shed  and  see  about  getting 
aboard  the  train.  Eva  opened  her  small 
suitcase  to  make  sure  she  had  every¬ 
thing,  and  what  should  come  out,  but  a 
large  banner  about  20  feet  long  saying 
in  large  red  letters,  “FAREWELL 
SCHOOL  SECRETARIES”.  They  held 
the  banner  high  and  sang  farewell  to 
us  while  crowds  gathered  around  to  see 
what  was  going  on.  Then  to  top  off 
everything,  the  large  suitcase  held  going 
away  gifts  for  all  of  us.  (Barbara  Hut¬ 
ton’s  Gift  Shop — Five  and  Dime  Store 
to  some  people).  People  in  the  station 
felt  sure  w’e  must  be  going  away  for 
years  and  years  to  deserve  such  a  royal 
send-off.  They  were  amazed  to  hear 
that  we  would  be, back  in  two  days. 

11:30.  Finally  we  were  off.  Gerry 
Guarino  (President  of  the  Pittsburgh 
School  Secretaries  Association)  brought 
out  her  own  little  pillow,  a  sheet  to  cover 
her  seat  with,  hangers  for  all  of  us  to 
hang  our  coats  on  and  delicious  home 
made  fudge.  We  were  told  not  to  open 


our  gifts  until  we  got  to  Altoona,  but 
we  couldn’t  wait.  Each  gift  was  differ¬ 
ent  and  was  accompanied  by  a  cute 
little  poem.  We  had  great  fun  opening 
them  and  I  think  the  other  passengers 
enjoyed  it  equally  as  well.  After  a 
while  we  got  hungry  and  everyone 
brought  out  cookies,  fruit,  sandwiches, 
etc.,  which  we  munched  on  all  night. 
An  incident  involving  Mary’s  “fat  legs” 
and  a  salesman  from  Paoli  gave  us  all 
a  good  laugh  and  did  much  to  enliven 
the  long  cold  trip.  And  I  do  mean  cold! 
We  shivered  all  night.  Our  train  broke 
down  in  the  middle  of  nowhere  just 
about  sunrise  and  we  were  delayed  for 
over  an  hour  causing  us  to  miss  our 
train  to  Atlantic  City  in  Philadelphia. 
Saturday,  February  21st 

Arrived  in  Philadelphia,  8:30  A.  M. 
Had  a  good  breakfast  in  the  station,  got 
washed,  and  caught  the  10:30  train  for 
Atlantic  City. 

12:.30.  Arrived  in  Atlantic  City.  Went 
to  our  hotel,  “The  Green  Gables”. 
Dorothy  Hladio  and  I  were  due  at  the 
registration  desk  by  one  o’clock  so  we 
changed  clothes  and  hurried  over  to  the 
Claridge. 

1 :00.  Worked  for  an  hour  at  the 
registration  desk. 

2:30.  Meeting  in  Trimble  Hall  at  the 
Claridge.  The  two  main  speakers  were 
Dr.  M.  Herbert  Freeman,  Department 
of  Business  Education,  State  Teachers 
College,  Paterson,  New  Jersey,  who 
spoke  on  “Modern  Secretarial  Practices” 
and  Miss  Mazie  V.  Scanlon,  Supervisor, 
Health  Education,  Department  of  Public 
Schools,  Atlantic  City,  New  Jersey, 
whose  subject  was  “Keeping  Physically 
Fit”. 

4:15.  Left  the  Claridge  after  the 
meeting.  Went  out  to  enjoy  the  sun 
shine  on  the  Boardwalk.  Got  my  first 
real  look  at  Atlantic  City. 

5:00.  Eight  of  us  went  out  together 
for  an  early  dinner.  We  were  all  starved 
because  we  had  not  had  time  for  any 
lunch.  Went  to  JEM’S  Restaurant  and 
had  a  marvelous  dinner. 

6:15.  Back  on  the  Boardwalk.  Bought 
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School  Cleaning 

EQUIPMENT 

Lasts  Longer 


WAXING  and 
POLISHING 
with  tampico 


•  Today  To 

INDUSTRIAL  DIVISION 


lu  FULLER  BRUSH 


SCRUBBING 
with  patented 
HILD  Shower 
feed  Bruah. 


3M8  MAIN  ST..  HARTFORD  2.  CONN. 


THE  NESBITT  STNCRETIZER 


.  provides  properly  controlled  outside 
-  air  for  Khoolroom  ventilation  that  pre¬ 
cludes  both  drafts  and  overheating.  Get 
'  the  facts  on  automatic,  quiet,  economical 
"Syncretized  Air”.  Send  for  literature. 


Manufactured  by - 


JOHN  J.  NESBITT,  INC. 

Sute  Rd.  &  Rhawn  St.,  Philadelphia  36,  Pa. 


STEEL- 
WOOI.ING 
with  special 
steel-wool 
pad  and 
holder. 


SANDING 
wood  oe  cork 
tile.  Same 
attachment 
also  used 
with  felt 
buffer  for 
buffina. 
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taffy,  post  cards,  etc.,  and  looked  for 
gifts  to  take  back  home.  Window 
shopped  and  saw  many  beautiful  things. 

7:30.  Returned  to  the  hotel  to  get  a 
little  rest  and  get  dressed  for  the  Recep¬ 
tion  and  concert  scheduled  that  evening. 

8:30.  Miss  Nancy  Ness  was  the  fea¬ 
tured  performer  at  the  reception.  She 
sang  a  very  long  and  varied  program 
that  pleased  every  one.  We  all  thought 
she  was  just  wonderful.  The  refresh¬ 
ments  were  also  wonderful,  especially 
the  chicken  sandwiches. 

11:15.  After  the  Concert,  six  of  us 
went  to  the  Shelbourne  Lounge. 

12:00.  Back  to  the  hotel.  .  We  were 
all  dead  tired  after  a  very  busy  day,  but 
we  stayed  up  and  wrote  post  cards,  put 
up  our  hair,  etc. 

1:45.  And  so  to  bed. 

Sunday,  February  23 

8:00.  Awakened  to  find  five  inches  of 
snow  on  the  ground  and  the  wind  blow¬ 
ing  practically  a  gale  outside. 

9:00.  Arrived  at  the  Claridge  very 
wet  and  wind  blown.  Put  favors  and 
centerpieces  on  tables  for  the  Brunch. 

10:15.  Dr.  Millikin  (Associate  Super¬ 
intendent  in  Charge  of  Secondary 
Schools)  and  his  wife  were  among  our 
guests  at  the  Brunch.  Miss  Saul  (Asso¬ 
ciate  Superintendent  in  Charge  of  Ele¬ 
mentary  Schools)  was  the  special  guest 
of  Nelda  Kane.  Dr.  J.  R.  Mitchell  of 
Purdue  University  was  the  speaker.  He 
said  some  very  nice  things  about  secre¬ 
taries  in  his  talk,  “The  Secretary  as 
Educator”. 

12:15.  Returned  to  Green  Gables  and 
packed  our  suitcases. 

1:00.  Back  window  shopping  on  the 
Boardwalk,  which  was  crowded  with 
people  despite  the  cold  and  wind.  Jane 
Kirkham  fell  on  the  boardwalk  while 
taking  movies.  (Jane’s  arm  gave  her 
quite  a  bit  of  trouble  after  she  returned 
to  work  on  Monday.)  Went  to  Conven¬ 
tion  Hall  where  we  spent  an  hour  and 
a  half  looking  at  all  sorts  of  educa¬ 
tional  exhibits  and  each  mp'^aged  to  pick 
up  a  whole  shopping  bag  ol  'ee  samples 
and  pamphlets  on  every  concc,  able  sub¬ 


ject  dealing  with  schools  and  education. 
(Ask  Dorothy  Hladio  about  the  man  who 
gave  her  a  phone  number  to  call  in  Pitts¬ 
burgh  to  deliver  a  message  for  him  to 
a  lady  friend,  and  about  the  southern 
gentleman  she  met.) 

3:30.  Spent  a  few  more  hours  walk¬ 
ing  the  Boardwalk.  Bought  some  gifts 
to  take  home. 

6:00.  Six  of  us  went  out  to  dinner 
together.  Had  another  very  good  meal, 
this  time  at  the  Bingham. 

7:15.  Returned  to  the  hotel  for  a 
little  much-needed  rest  before  train 
time. 

8:30.  Aboard  the  train  bound  for 
Philadelphia.  Relaxed  and  read  the  ; 
Sunday  Funny  Paper.  1 

10:30.  Arrived  in  Philadelphia.  Had 
a  bite  to  eat  and  stocked  up  on  things 
to  nibble  on  during  the  night.  Gerry 
Guarino  and  Gladys  Fletcher  saw  the  ' 
Station  Master  and  talked  him  into  let¬ 
ting  us  get  on  the  train  fifteen  minutes 
before  the  gates  were  opened  for  the 
general  public  so  that  we  could  all  get 
scats  together. 

11:30.  Last  leg  of  our  trip  home.  We 
hoped  to  get  some  sleep,  but  the  con-  ■ 
ductor  wouldn’t  turn  the  heat  on  or  the 
lights  off  until  we  got  to  Harrisburg. 
Might  have  gotten  some  sleep  after  that 
except  for  the  conductor  again.  He 
woke  us  up  to  punch  our  tickets  after 
every  stop.  We  were  awake  bright  and 
early,  and  wakened  the  other  passen¬ 
gers  with  two  stirring  verses  of  “Let 
the  Rest  of  the  World  Go  By”. 

Monday,  February  23 

8:30.  Train  finally  arrived  in  Pitts¬ 
burgh — only  an  hour  late.  Got  off  at 
East  Liberty  Station  and  went  straight 
to  school,  tired  and  weary,  but  looking 
forward  eagerly  to  the  next  convention. 

A  school  teacher  wrote  to  the  parents 
of  a  pupil:  “Your  son,  Charles,  shows 
signs  of  SpStigmatism.  I  advise  that  you 
take  steps  to  correct  it.” 

In  reply,  the  boy’s  father  wrote:  “I 
didn’t  quite  understand  what  Charles 
has  done,  but  I  have  walloped  him  and 
if  you  wish  you  can  wallop  him  again.” 


After  the  thrill  of 
actually  coming  to 
know  so  many  of 
you  personally  at 
our  convention  in 
Atlantic  City,  I 
feel  more  than 
ever  among  old 
friends  as  I  gath¬ 
er  up  your  bulle- 
Francet  E.  Rosenthal  tins,  clippings,  and 
letters  and  prepare  to  take  off  on  our 
regular  jaunt  about  the  country.  Truly 
the  fellowship  of  our  February  meeting 
was  thrilling  and  of  course  it  served  to 
whet  the  appetite  for  more  frequent 
get-togethers. 

What  a  grand  bunch  we  have!  As  we 
came  together,  I  felt  that  regional  char¬ 
acteristics  added  to  the  fascination  of 
each  girl  present,  and  it  was  a  genuine 
delight  to  note  that  common  professional 
interest  transcended  sectional  differences 
to  enhance  the  feeling  of  unity  among 
us.  If  ever  there  were  the  expression  of 
the  “all  for  one,  one  for  all”  slogan,  it 
was  evidenced  at  the  NASS  Convention 
in  Atlantic  City  in  February. 

My  trip  from  Chicago  to  the  conven¬ 
tion  city  was  most  pleasant  and  without 
incident  until  I  learned  on  reaching 
Philadelphia  that  my  bag  had  been  put 
off  the  plane  erroneously  at  Toledo! 
What  could  have  been  a  most  depressing 
experience  was  turned  into  joyful 
ecstasy,  however,  when  sympathetic  air 
line  officials  arranged  to  have  the  stray¬ 
ing  piece  of  luggage  brought  in  by  cargo 
liner  and  automobile  so  that  it  was  deliv¬ 
ered  to  my  hotel  room  before  7:30  on 
Saturday  morning — in  ample  time  for 
me  to  take  out  and  shake  out  my  new 
suit  and  don  it  for  our  opening  meet¬ 


ing!  They  tell  me  that  breaks  like  that 
don’t  happen  often. 

But  enough  of  my  experiences — let’s 
be  on  our  way  through  the  states  and 
cities.  Here’s  the  roll  call  as  it  has  been 
answered  this  session — 

Arizona 

The  Arizona  gals  are  not  only  active 
in  arranging  for  splendid  programs  and 
get-togethers,  but  they  see  that  everyone 
knows  about  what  they’re  doing,  as  well. 
Witness  this  excerpt  from  the  Phoenix 
Times  of  January  12: 

“George  V.  Christie,  director  of  pub¬ 
lic  relations  for  the  First  National  Bank 
of  Arizona  and  chairman  of  the  Ballot 
Battalion,  was  the  principal  speaker  at 
a  luncheon  meeting  of  the  School  Admin¬ 
istrative  Assistants  of  Arizona  held  at 
Bacci’s  Round  Table  last  week  end.  He 
spoke  on  Public  Relations  and  told  how 
it  may  be  applied  to  business. 

“Mrs.  Grace  B.  Holt,  a  past  president 
of  the  organization,  gave  a  brief  history 
of  the  National  Association  of  School 
Secretaries  with  which  the  state  group 
is  affiliated. 

“A  roundtable  discussion  on  the  topics 
of  retirement,  social  security,  tenure  and 
salary  schedules  for  office  personnel  in 
educational  systems.  The  assembly  went 
on  record  as  favoring  the  extension  of 
Federal  Social  Securities  to  school  em¬ 
ployes. 

"Miss  Mary  Ruth  Cooper,  chairman  of 
the  nominating  committee,  made  her  re¬ 
port  and  elections  were  held.  The  fol¬ 
lowing  officers  were  elected:  President, 
Mrs.  Elizabeth  Carpenter  of  Scottsdale; 
vice-president,  Mrs.  Mary  Ann  Arford 
of  Tucson;  secretary-treasurer.  Miss 
Patricia  Wilkinson  of  Phoenix;  execu¬ 
tive  committee  members.  Miss  Ann  Gup- 
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ton  of  Phoenix  and  Mrs.  Rachel  May¬ 
nard  of  Tucson.” 

Sounds  like  a  most  worthwhile  meet¬ 
ing,  doesn’t  it — which  I’m  certain  it  was. 

California 

The  Los  Angeles  Secretarial  Associa¬ 
tion  continues  its  busy  existence  and 
the  Newsletter  comes  out  with  these  in¬ 
teresting  items: 

“On  several  occasions,  representatives 
of  the  Secretarial  Association  have  at¬ 
tended  summer  Workshops  at  eastern 
universities.  They  always  come  back 
reporting  that  the  great  question  is 
‘Why  don’t  you  have  a  Workshop  on  the 
West  Coast?’  Partly  in  answer  to  that 
interest,  but  primarily  to  offer  such 
opportunity  to  our  own  people,  plans  are 
well  under  way  for  a  Workshop  here. 
Arrangements  are  being  made  to  hold 
this  activity  at  Los  Angeles  City  College 
the  first  week  in  August.  The  general 
chairman  for  the  project  is  Dora  Lord, 
and  her  tentative  program  of  classes 
was  heartily  endorsed  when  presented 
to  the  Executive  Board.  The  plan  for 
the  week  includes  general  sessions  for 
the  opening  of  each  day,  followed  by 
small  workshop  type  groups  and  demon¬ 
strations.  Covered  will  be  topics  of 
both  general  and  specific  interests,  and 
it  is  planned  to  provide  tours  to  some 
of  our  schools  and  administrative  offices. 
Belle  Kuehny  is  chairman  of  the  ‘extra¬ 
curricular’  or  social  activities;  Bettye 
Wells  will  take  care  of  publicity,  and 
Helen  Bingham  will  have  charge  of 
housing  for  out-of-town  students.  The 
Executive  Board  of  the  National  Asso¬ 
ciation  of  School  Secretaries  will  be  in¬ 
vited  to  hold  its  annual  meeting  in  Los 
Angeles  at  the  time  of  the  Workshop. 

“The  regular  meeting  of  the  Los 
Angeles  Secretarial  Association  held  in 
the  Auditorium  of  the  Administrative 
Offices  on  Noevmber  18  proved  to  be 
very  interesting  and  informative.  The 
group  in  attendance  was  larger  than 
usual  and  it  was  encouraging  to  have  so 
many  interested  administrators  in  the 
audience,  in  addition  to  those  on  the 
stage. 

“The  platform  panel  included  Dr.  Pol- 


lich,  the  Elementary  Education  Divi¬ 
sion;  Mr.  Montgomery  of  the  Senior 
High  Education  Division;  Dr.  Seyler 
and  Mr.  Shafer  of  the  Elementary  Di^ 
trict  Offices;  Miss  Widman,  Mr.  Odell, 
and  Mr.  John  of  the  Personnel  Division; 
and  Mrs.  Lord  and  Dr.  Brainard  of  the 
Personnel  Commission.  Following  the 
answering  of  questions  by  members  of 
the  panel,  the  following  principals  spoke 
briefly,  representing  various  principals' 
organizations:  Miss  Troeger  of  Carthay 
Center,  Mr.  Lewis,  Harte  Junior  High; 
Mr.  Buss,  Carver  Junior  High;  Mr 
Prante,  Adams  Junior  High;  and  Mr. 
Fitzgerald,  Fremont  Evening  High 
School. 

“Among  the  explanations  given  in 
answer  to  questions  turned  in  before  the 
meeting  were  those  concerning  the  man¬ 
ner  in  which  surveys  are  made  to  deter¬ 
mine  community  rates,  the  influence  of 
‘supply  and  demand’,  how  assignments 
are  made  for  positions  reclassified,  and 
related  subjects.  Charts  were  shown 
which  listed  the  hierarchies  of  various 
fields,  changes  of  salary  schedules,  and 
increases  in  cost  of  living. 

“At  the  Employee  Relations  Council 
meeting  on  November  25,  President 
Evelyn  Corbett  presented  a  request  for 
application  of  the  Overtime  Rule,  No. 
22,596,  to  include  clerical  employees  in 
the  schools. 

“At  present  overtime  may  be  granted 
to  custodians,  gardeners,  and  cafeteria 
personnel  for  additional  time  served  or 
in  lieu  of  a  substitute  in  case  of  ab¬ 
sence.  There  has  been  no  allowance  for 
overtime  for  clerical  employees  in  schools 
for  either  purpose. 

“Following  is  the  recommendation 
made:  ‘The  Secretarial  Association  re¬ 
spectfully  requests  that  administrative 
procedures  be  set  up  for  the  immediate 
application  of  the  overtime  rule  as  it 
may  be  used  in  lieu  of  absence,  and  that 
a  study  be  made  to  determine  budget 
appropriation  required  for  overtime  for 
emergencies  and  peak-load  periods.’  A 
study  will  be  made  of  the  request. 

“The  first  two  meetings  of  in-service 
training  for  clerks  of  elementary  schools 
have  proven  very  valuable  to  both  clerks 


and  principals  who  have  attended.  Ths 
subject  of  each  meeting  was  chosen  be¬ 
cause  of  its  importance  to  people  in 
ichools.  The  speakers  are  experts  in 
their  fields  and  have  given  each  one 
insights  and  help  in  doing  a  better  job. 
The  group  has  had  the  satisfaction  of 
thinking  together  on  things  important  to 
the  schools.” 

And  these,  which  show  the  results  of 
efforts : 

“Effective  January  1,  1948,  it  is  pos¬ 
sible  for  schools  to  assign  overtime  to 
the  clerical  staff.  Though  in  the  past 
the  cafeteria  and  custodian  staffs  have 
been  assigned  paid  overtime  for  various 
reasons,  no  provision  has  heretofore 
been  made  for  the  clerical  staff. 

“In  connection  with  the  illness  ab¬ 
sence  verification  required  by  a  new 
State  law,  the  increased  clerical  load  has 
been  recognized  by  this  authorization. 
Up  to  10%  of  the  weekly  clerical  time 
allotment  of  a  school  may  be  assigned 
as  overtime,  upon  the  prior  approval  of 
the  Operating  Assistant  Superintendent, 
according  to  Personnel  Division  Bulle¬ 
tin  No.  66:, 

“We  are  happy  that  the  request  made 
by  our  President  at  the  November  meet¬ 
ing  of  the  Employee  Relations  Council 
met  with  such  prompt  approval. 

“Everyone  thoroughly  enjoyed  the 
Christmas  Breakfast  held  at  the  Elks’ 
Club  on  December  13. 

“Music  was  furnished  by  Alan  Pace, 
Washington  High  School  PTA  music 
scholarship  winner,  who  sang  ‘Twenty- 
Third  Psalm’  and  ‘O,  Holy  Night’.  He 
was  accompanied  by  Mr.  Edgar  Hansen, 
head  of  Washington’s  Music  Depart¬ 
ment. 

“  ‘The  Gift  of  the  Magi’  w’as  the  topic 
of  the  talk  given  by  Lucille  Hille  of  the 
Southw'est  Toastmistress  Club.  Both  the 
talk  and  the  music  were  particularly 
appropriate  to  the  season  and  were  a 
real  treat. 

“The  climax  of  the  morning  was  the 
appearance  of  Santa  Claus,  graciously 
portrayed  by  Mr.  Dougherty,  Principal 
of  Theodore  Roosevelt  High  School,  with 
a  gift  for  each  one  present.” 

Nice  going,  L.  A.! 
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Hawaii 

From  Sara  Milner  of  Atlanta,  Georgia, 
we’ve  learned  of  the  interest  of  Hawiian 
school  secretaries  in  our  organization 
and  we  hope  soon  to  hear  from  them 
first-hand  that  we  can  include  something 
of  their  activities  in  this  column.  In 
the  meantime,  however,  we  extend  a  cor¬ 
dial  welcome  to  Miss  Sadako  Okimoto 
of  Hilo,  Hawaii,  and  her  associates  in 
school  secretarial  posts  on  the  islands. 
We  hope  they  will  feel  free  to  write  to 
us  and  let  us  be  of  assistance  to  them 
in  the  work  of  the  organization  they 
are  developing. 

Illinois 

Illinois  school  secretaries  are  looking 
forward  to  their  Spring  Conference  to 
bs  held  in  Belleville  the  week-end  of 
April  24.  An  intei’esting  program  has 
been  arranged  which  includes  lectures 
and  demonstrations  of  office  machines 
and  telephone  techniques,  luncheons,  a 
dinner  and  evening  party,  a  tour  of 
Belleville  schools  and  movies  showing 
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Illinois  school  offices.  The  success  and 
value  of  the  meeting  cannot  be  doubted. 

Maine 

Maine  secretaries  give  credit  to  last 
summer’s  workshop  at  the  University  of 
Maine  for  the  great  interest  and  en¬ 
thusiasm  that  has  characterized  their 
meetings  this  year.  The  Bulletin  of  the 
Maine  School  Secretaries’  Association 
reports  the  annual  meeting  this  way: 

“The  12th  annual  meeting  of  the 
M.S.S.A.  was  held  at  the  Bates  Hotel, 
at  Lewiston,  November  13,  1947.  Forty- 
two  members  were  present.  A  lovely 
centerpiece  of  chrysanthemums,  provid¬ 
ed  by  President  Elizabeth  Rosenblad, 
decorated  the  head  table.  Individual 
favors  were  in  keeping  with  the  fall 
season.  Following  the  luncheon  Presi¬ 
dent  Elizabeth  extended  greetings  to  the 
members  and  introduced  Pauline  Smith 
who  gave  a  most  interesting  report  on 
the  first  Maine  Workshop  for  School 
Secretaries  held  in  August  at  the  U.  of 
M.,  Orono,  Maine.  The  business  meet¬ 
ing  was  then  called  to  order  by  the 
president  and  the  reports  of  the  secre¬ 
tary  and  treasurer  were  read  and  accept¬ 
ed.  The  report  of  the  Membership  Com¬ 
mittee  was  heard.  The  Nominating  Com-’ 
mittee  made  the  following  report: 

Slate  of  Officers  for  1947-48 
President — G.  Ethel  Peck 
Vice-President — Martha  Crowley 
Secretary — Omah  C.  Snipe 
Treasurer — Phyllis  Delano 

It  was  voted  that  the  secretary  cast 
one  ballot  for  their  election.  To  start 
the  work  of  the  new  year,  our  new  presi¬ 
dent  appointed  committees  as  follows: 
Membership: 

Martha  Crowley,  Chairman 
Nellie  Dunnint 
Nominating: 

Elizabeth  Rosenblad,  Chairman 
Dorothy  Durgin 
Della  Maillet 
For  Raising  Funds: 

Helen  Burnard,  Chairman 
Amy  Willman 
Elizabeth  Rosenblad 
Following  the  business  meeting  Alice 


Drinkwater  showed  Kodachrome  slides 
entitled  ‘Around  the  Calendar  in  Color’,” 

Massachusetts 

Massachusetts  goes  in  for  things  in  a 
big  way.  The  “Bosses  Day’’  meeting 
sounds  intriguing  as  reported  in  School 
Daze  as  follows: 

“The  ‘Bosses  Day’  meeting  held  at  the 
Hotel  Kenmore,  Saturday,  January  24, 
1948,  with  164  present,  65  of  whom  were 
‘bosses’,  was  ‘just  perfect  from  beginning 
to  end’. 

“The  head  table  was  attractive  with 
its  huge  centerpiece  of  red  and  white 
flowers  and  smaller  bud  vases  of  red  and 
white  carnations.  A  bud  vase  of  the 
red  and  white  carnations  centered  each 
of  the  tables  for  eight.  White  identifi¬ 
cation  cards  with  nanies  typed  in  red, 
and  programs  printed  in  red  carried  out 
the  color  scheme.  Even  the  luncheon 
contributed  to  the  color  arrangement 
with  a  maraschino  cherry  on  each  grape¬ 
fruit  half,  and  strawberries  on  the  ice 
cream. 

“Seated  at  the  head  table  were  our 
President,  Bertha  D.  Lightbody  and 
Burr  J.  Merriam,  Superintendent  of 
Schools,  Framingham;  Eleanor  M.  Dear- 
den,  President,  National  Association  of 
School  Secretaries,  and  Dr.  Alden  Blank¬ 
enship,  Superintendent,  and  John  L.  Mc- 
Commons,  Assistant  Superintendent, 
Springfield;  Charles  A.  Jordan,  repre¬ 
senting  the  Educational  Salesmen’s  As¬ 
sociation  of  New  England;  Reverend 
John  Nichol  Mark,  speaker,  Minister  of 
the  First  Congregational  Parish  Uni¬ 
tarian  Church,  Arlington;  Paul  E.  Simp¬ 
son,  baritone,  teacher  of  Social  Studies 
in  the  Dougles  High  School;  Marjorie 
E.  Prescott,  accompanist.  Assistant 
Supervisor  of  Music  in  the  Framingham 
Schools;  Phoebe  A.  Bell,  Chairman,  Pro¬ 
gram  Committee,  and  James  Forbes, 
Director,  Newton  Trade  School. 

“President  Bertha  welcomed  the  ‘Boss¬ 
es’,  and  her  ‘boss’,  Mr,  Burr  J.  Merriam, 
responded,  and  did  a  fine  job  of  it.  Mr. 
Charles  Jordan,  of  J.  L.  Hammett  Com¬ 
pany,  responded  fittingly  to  his  welcome 
and  introduction.  Eleanor  Dearden 
brought  greetings  of  the  N.A.S.S.,  and 
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told  of  the  Atlantic  City  meeting  to  be 
held  in  February.  Phoebe  Bell  intro¬ 
duced  the  soloist  and  speaker.  Mr. 
Simpson’s  singing  was  greatly  enjoyed 
in  such  favorites  as  ‘Homing’,  ‘Bende- 
i  meer  Stream’,  ‘Water  Boy’  and  ‘The 
Whiffenpoof  Song’. 

“Dr.  John  Nichol  Mark,  guest  speaker, 
I  filled  that  part  of  the  program  most  suc- 
cessfully,  combining  humor  and  serious¬ 
ness  in  such  a  way  to  get  and  hold  your 
:  interest.  His  jokes,  with  which  he  start¬ 

ed,  were  really  funny  and  well  told.  He 
I  didn’t  leave  any  of  us  out;  the  Irish,  the 
English,  the  Jew,  the  Scotch,  and  others. 
His  own  ‘bit  o’  Scotch  burr’  was  a  de- 
;  light.  He  gave  a  very  serious  talk  on 
‘What’s  Right  with  the  World’  and  tried 
to  point  out  that  there  is  much.  A  great 
deal  that  is  wrong  with  the  world  he 
feels  is  stressed  unduly.  For  example: 
he  says  the  world  is  made  up  of  all  kinds 
of  people — good  and  bad — and  some  of 
our  novelists  have  written  supposedly  of 
I  life  in  general  and  yet  the  book  covers 

•  only  the  bad.  Many  of  our  other  novel¬ 

ists,  some  of  the  ones  of  years  gone  by, 
have,  to  be  sure,  written  of  the  bad  but 
have  surely  included  also  the  good.  He 
mentioned  Charles  Dickens  and  his 
books.  Dr.  Mark  expressed  a  faith  and 
confidence  in  the  youth  of  today,  feeling 
they  will  measure  up  well  as  they  grow. 

“Those  who  were  unable  to  attend 
missed  an  interesting  and  friendly  meet¬ 
ing.” 

District  meetings  are  also  held  in 
Massachusetts  and  reports  indicate 
splendid  sessions.  These  items  from  the 
official  publication  of  the  Association 
tell  something  of  the  story: 

“The  District  Three  Meeting  will  take 
place  on  April  3rd  in  the  Castillian 
Room,  Hotel  Touraine,  Boston,  and  the 
Chairman,  Lily  Lyons,  is  trying  hard  to 
make  it  an  enjoyable  meeting.  Notices 
will  be  sent  out  at  a  later  date. 

“Twenty  secretaries  gathered  at  the 
Taunton  Inn  for  the  meeting  of  District 
5,  on  Saturday,  December  13th,  and  en¬ 
joyed  a  delicious  luncheon  of  chicken  a 
la  king.  Bertha  Lightbody,  our  presi¬ 
dent,  and  Myrtle  Rice  of  Weymouth 
were  present.  Attractive  angel  favors 


were  made  under  the  direction  of  the 
art  supervisor  in  the  Easton  Schools. 
Alice  Rose  Cyr  Hagen,  beautician  of 
Brockton,  entertained  with  much  help¬ 
ful  information  for  obtaining  that  ‘new 
look’  in  hair  and  makeup,  using  Helen 
Kuronis  of  Bridgewater  as  a  model. 
Mrs.  Hagen  also  answered  questions 
relative  to  personal  problems  in  hair, 
makeup,  and  dress.  A  rising  vote  of 
thanks  was  extended  to  Alberta  Donahue 
for  her  work  on  School  Daze.  Carol 
Cushing  and  Constance  Souza  of  Middle- 
boro  were  elected  Co-Chairmen  for  next 
year’s  district  meeting. 

“Marilyn  Boulette,  of  Easton,  District 
Chairman,  deserves  a  hearty  thank-you 
for  an  interesting  and  well  planned 
meeting.” 

Michigan 

The  Downriver  School  Secretaries 
have  an  association  which  is  strong  for 
professionalization.  The  following  item 
from  Dorothy  Ferguson  reports  interest¬ 
ing  and  significant  activity: 

“  ‘How  to  Make  Friends  by  Telephone’ 
was  the  theme  of  the  first  educational 
institute  held  by  the  Association  of 
Downriver  School  Secretaries  on  Octo¬ 
ber  24th  at  Dearborn  Inn. 

“Following  the  luncheon  which  was 
attended  by  46  school  office  personnel, 
Mr.  K.  G.  Taylor  of  the  Michigan  Bell 
Telephone  Company  developed  the  theme 
of  the  Institute  with  an  inspiring  and 
practical  message  and  a  movie  on  tele¬ 
phone  courtesy.  This  was  followed  by 
a  discussion  and  suggestion  period,  and 
then  each  person  talked  into  a  Mirro- 
Phone  to  discover  how  she  sounded  to 
others  over  the  telephone.  Mr.  Taylor 
emphasized  the  importance  of  the  effec¬ 
tive  use  of  the  telephone  in  building 
public  relations  and  good  will,  and  he 
stated  that  the  personnel  of  the  schools 
should  be  satisfied  with  nothing  short  of 
perfection  in  its  use.  The  motto  should 
be,  ‘Phone  as  you  would  be  phoned  to’. 

“The  Institute  was  honored  by  having 
in  attendance  Mrs.  Ora  Stanbery  Dolsen 
of  Detroit,  State  Membership  Chairman 
of  the  National  Association;  Miss  Mary 
McElroy  of  Grosse  Pointe,  President  of 
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the  Michigan  Association;  Mrs.  Marion 
Goodhand  of  Grosse  Pointe;  Miss  Mar¬ 
tha  Robertson  of  Highland  Park,  imme¬ 
diate  past  state  president;  and  Mrs. 
Irene  Perkins,  State  Membership  Chair¬ 
man,  and  first  president  of  the  state 
association. 

“Through  a  wealth  of  stimulating  pro¬ 
gram  and  study  materials  suggested  by 
their  school  administrators,  the  ADSS 
are  planning  for  a  future  of  educational 
growth  and  professionalized  service  to 
their  schools  and  communities. 

“School  systems  included  are  River 
Rouge,  Ecorse,  Wyandotte,  Riverview, 
Trenton,  Grosse  He,  Allen  Park,  Lincoln 
Park,  and  Melvindale.  Mrs.  Dorothy 
Niemann  Ferguson  of  River  Rouge  is 
President;  Miss  Mildred  Mielkie  of 
Wyandotte,  Vice  President;  Mrs.  Bessie 
O.  Ball,  Lincoln  Park,  Secretary;  and 
Mrs.  Sylvia  Brighton  of  Riverview, 
Treasurer.” 

The  Detroit  gals  likewise  keep  a-hum- 
min’.  The  group  reported  716  members 
in  January,  which  seems  to  be  something 
of  a  record,  I  think.  Striving  toward 
greater  professionalism  tTie  group  con¬ 
tacted  Miss  Lola  Maclean,  Educational 
Director,  Detroit  Commercial  College 
and  formerly  president  of  the  NEA  De¬ 
partment  of  Business  Education,  who 
prepared  the  following  article  on  busi¬ 
ness  letters  for  inclusion  in  the  D.A.SS. 
News.  Because  of  its  significance  and 
importance.  I’m  taking  the  liberty  of 
quoting  it  here: 

“The  cost  of  writing  a  business  letter 
comprises  the  time  taken  in  dictating 
and  in  transcribing  it,  the  cost  of  the 
letter-head,  the  envelope,  the  postage, 
and  the  general  overhead  cost,  including 
equipment  and  office  rent.  On  account 
of  this  high  cost  the  trend  is  to  a  more 
thorough  study  of  letters  and  their 
effect. 

“Most  letters  are  received  by  persons 
who  are  not  acquainted  personally  with 
those  who  write  them.  It  is  therefore 
important  that  letters  convey  a  good  im¬ 
pression  and  that  they  express  a  sincere 
interest  in  the  person  addressed. 

“A  letter,  like  a  photograph,  makes 
either  a  good  or  a  poor  impression.  An 


opinion  is  formed  of  a  person’s  charac¬ 
ter  by  looking  at  and  studying  hit 
photograph;  in  like  manner  persons 
form  an  opinion  of  a  business  firm  by 
looking  at  and  reading  its  letters.  It  ii 
therefore  important  that  a  letter,  in  iti 
appearance  and  in  the  sentiment  it  ex¬ 
presses,  should  do  justice  to  the  firm  it 
represents. 

“The  trend  is  therefore  to  letters  that 
are  friendly  and  that  are  pleasing  to 
the  eye.  This  includes  the  right  choice 
of  words,  sincerity  of  expression,  and 
accurate  typewriting  of  high  quality. 

“For  the  purpose  of  expressing  clear 
and  definite  meaning  and  maintaining 
the  reader’s  interest,  the  trend  is  to 
short  sentences  and  short  paragraphs. 
Long  and  involved  sentences  obscure  the 
meaning  to  be  conveyed;  therefore,  the 
trend  is  to  simple  rather  than  to  com¬ 
plex  sentences. 

“The  importance  of  letters  in  the  pro¬ 
motion  of  business  is  reflected  in  the 
ever-increasing  interest  in  schools  and 
colleges  in  the  study  of  letters  and  their 
effect.  Daring  pathfinders  in  the  study 
of  letters  recommend  the  discontinuance 
of  the  salutation  and  the  complimentary 
close  in  letters.  It  is  believed  that  this 
idea  will  meet  ultimately  with  general 
approval. 

“The  modern  trend  in  business  letters 
is  definitely  to  letters  that  create  good 
will  and  that  build  up  and  maintain 
harmonious  and  profitable  business  rela¬ 
tions  between  business  firms  and  their 
customers. 

The  D.A.S.S.  News  also  reports  an 
enjoyable  Christmas  party. 

“The  School  Secretaries’  Christmas 
Party  was  a  welcome  change  from  the 
last-minute  hustle  and  bustle  of  pre- 
Christmas  shopping.  The  opportunity 
to  meet  with  old  friends  and  make  new 
ones  in  a  friendly  atmosphere  was  pro¬ 
vided  through  the  efforts  of  Lyda  Sulli¬ 
van  and  the  members  of  the  Social  Com¬ 
mittee. 

“Gay  miniature  carolers  surrounded 
by  little  carts  filled  with  Christmas 
greens  frosted  with  snow,  with  orna¬ 
ments  tucked  here  and  there,  were  the 
conversation  pieces  for  the  long  tables. 
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Every  secretary  received  a  grab-bag  gift 
done  in  Christmas  wrappings. 

“Entertaining  music  was  provided  by 
Earle  Perkins  and  his  orchestra  who 
played  request  music  throughout  the 
evening  and  joined  with  us  in  the  com¬ 
munity  singing.  We  mustn’t  forget  the 
Gay  Nineties  policeman  who  waltzed 
with  some  of  the  girls! 

“We  were  all  disappointed  that  we 
could  not  have  won  the  super  electric 
blanket  or  the  nylons, — but  with  such  a 
good  dinner,  good  friends  and  good  en¬ 
tertainment,  the  disappointment  was 
soon  quite  forgotten.” 

Missouri 

The  Missouri  State  Association  of 
School  Secretaries  is  going  places  under 
the  effective  leadership  of  its  president, 
Ruth  Thompson  of  Kansas  City.  A 
spring  get-together  is  announced  in  The 
Missouri  School  Secretary  in  this  ap¬ 
pealing  manner: 

“The  Missouri  State  Association  of 
School  Secretaries  is  planning  a  week¬ 
end  at  Bunker  Hill  Ranch  Resort  at 
Mountain  View,  Missouri,  on  May  15 
and  16.  This  is  the  recreational  and 
educational  center  of  the  Missouri  State 
Teachers  Association. 

“The  Bunker  Hill  Ranch  of  2080  acres 
in  Shannon  County,  Missouri,  embraces 
in  it  all  the  natural  features  that  go  to 
make  the  ideal  resort  and  recreational 
ground.” 

Missouri  boasts  some  active  local 
groups,  too,  and  we  read  of  activities  of 
the  Kansas  City  and  the  St.  Louis  coun¬ 
ty  associations  as  follows: 

“The  Kansas  City  Association  of 
School  Secretaries  has  had  a  most  suc¬ 
cessful  year.  With  a  membership  of 
one  hundred  twenty-three,  attendance  at 
the  monthly  meetings  has  been  excellent. 

“In  March  the  meeting  was  held  at 
Nance’s  and  Mr.  O.  H.  Day,  Director  of 
Vocational  Education  in  the  Kansas  City 
Schools,  gave  a  timely  Easter  message 
entitled,  ‘God’s  Dreams’. 

‘‘Plans  were  announced  for  the  meet¬ 
ing  next  month  at  which  time  Mrs.  Sun, 
wife  of  Dr.  Sun,  Professor  of  Economics 


at  Park  College,  will  present  some  of 
China’s  problems.  Mrs.  Sun  is  an  Amer¬ 
ican  girl,  a  graduate  of  Elmira  College 
in  New  York.  She  received  her  Mas¬ 
ter’s  in  Journalism  at  Medill  School  of 
Journalism,  Northwestern  University. 
Mrs.  Sun  is  one  out  of  five  people  in  the 
country  to  be  chosen  by  the  Ministry 
of  Education  of  the  Chinese  for  a  schol¬ 
arship  to  study  Oriental  Languages  at 
the  Department  of  Asiatic  Study  at  the 
University  of  Southern  California. 

“The  regular  meeting  of  the  St.  Louis 
County  Association  of  School  Secre¬ 
taries  was  held  Monday  evening,  Febru¬ 
ary  23rd,  at  the  Pershing  School  in  Uni¬ 
versity  City  with  Mary  Ruedlinger,  Sec¬ 
retary  to  the  Principal,  as  hostess.  After 
a  short  business  meeting  a  film  featur¬ 
ing  ‘The  Secretary’  was  shown. 

“Miss  Elsie  Roth  of  Clayton  attended 
the  NASS  meeting  which  was  held  in 
Atlantic  City  on  February  21  and  22. 

New  Hampshire 

New  Hampshire  gals  are  stepping 
right  along,  too.  Take  a  look  at  this 
splendid  report  of  a  fine  meeting: 

“The  annual  meeting  of  the  New 
Hampshire  Association  of  School  Secre¬ 
taries  was  held  on  October  16,  1947,  in 
Manchester,  N.  H.  There  were  forty 
members  present.  The  group  dined  at 
the  Carpenter  Hotel  and  then  proceeded 
to  Manchester  High  School  Central  for 
the  business  meeting. 

“The  president.  Miss  Esther  A.  Mag- 
nuson,  introduced  the  guest  speaker. 
Miss  Irene  W.  Hart,  Dean  of  Girls. 
Rundlett  Junior  High  School,  Concord, 
N.  H.,  who  chose  as  her  subject  ‘Oil  for 
the  Lamps  of  Learning’.  Miss  Hart  re¬ 
minded  the  secretaries  of  the  ways  in 
which  they  contributed  to  the  welfare 
of  the  schools.  The  school  office  is  the 
connecting  link  between  the  classroom 
and  the  public,  and  this,  therefore, 
makes  the  secretary’s  position  an  im¬ 
portant  one.  Modern  education  has  in¬ 
creased  the  burdens  of  the  secretaries, 
and  they  must  possess  not  only  the  voca¬ 
tional  skills  needed  by  any  office  em¬ 
ployee,  but  in  addition  should  have  an 


understanding  of  educational  practices, 
together  with  a  knowledge  of  the  finan¬ 
cial  problems  of  education.  School  secre¬ 
taries  come  in  contact  with  many  types 
of  people  and  personalities  and  must  be 
tactful  in  their  dealings  with  teachers, 
pupils,  and  the  public.  Above  all,  con¬ 
cluded  Miss  Hart,  it  is  very  necessary 
that  the  school  secretary  be  discreet  be¬ 
cause  of  the  information  available  to  her 
regarding  teachers  and  pupils. 

“The  report  of  the  secretary  was 
read  and  accepted,  and  the  treasurer’s 
report,  showing  a  balance  of  $34.74,  was 
also  accepted. 

“The  president  opened  a  discussion 
regarding  dues  for  membership  in  the 
New  Hampshire  State  Teachers’  Asso¬ 
ciation.  It  was  the  consensus  of  opin¬ 
ion  that  membership  dues  of  $4.00  a 
year  were  too  high  for  the  benefits  de¬ 
rived  from  the  association.  It  was  de¬ 
cided  to  await  the  decision  of  the  Execu¬ 
tive  Committee  of  the  State  Teachers’ 
Association  regarding  affiliation,  and  to 
have  a  report  from  this  committee  read 
at  the  April  meeting. 

“A  committee  composed  of  Eleanor 
Kelleher,  chairman,  Alice  Graf,  and 
Marion  McGlynn  was  appointed  to  make 
a  study  of  the  State  Employees’  Retire¬ 
ment  Plan  and  the  State  Teachers’  Re¬ 
tirement  System  in  order  to  determine 
which  would  be  more  beneficial  to  the 
secretaries. 

“Bulletins  prepared  by  the  Portsmouth 
secretaries  were  distributed  to  all  mem¬ 
bers,  and  the  Manchester  secretaries 
volunteered  to  prepare  the  next  two 
issues. 

“The  president  was  appointed  to  the 
Advisory  Council  of  the  National  Asso¬ 
ciation  of  School  Secretaries. 

“The  following  officers  were  elected 
for  the  year  1947-48: 

President,  Esther  Magnuson,  Concord. 

Vice-President,  Mae  Murphy,  Man¬ 
chester. 

Recording  Secretary,  Jeanette  Fortier, 
Manchester. 

Corresponding  Secretary,  E.  Ethel 
Hammond,  Concord. 


Treasurer,  Marion  McGlynn,  Nashua. 

Member-at-Large,  Grace  Johnston, 
Berlin. 

Those  secretaries  in  New  Hampshire 
are  working  hard  on  the  question  of  re¬ 
tirement,  as  evidenced  in  this  report  in 
the  April  Bulletin. 

“A  poll  of  all  the  school  districts  has 
given  us  the  following  information: 


No.  of  secretaries  in  state .  72 

No.  interested  in  Teachers’ 

Retirement  Association  .  37 

No.  in  State  Employees’ 

Association  .  19 


“Miss  Esther  Magnuson  and  Mrs. 
Eleanor  Kelliher  were  invited  to  attend 
a  meeting  of  the  Retirement  Association 
held  on  March  5  in  Concord,  New  Hamp¬ 
shire. 

“At  this  meeting  they  were  told  ‘that 
as  secretaries  were  not  teachers  they 
could  not  qualify  under  the  Teachers 
Retirement  Plan’.  However,  a  letter 
from  Mr.  Kenrick  C.  Bean,  Chairman 
of  the  meeting,  assures  us  that  it  is  not 
a  closed  issue.  The  matter  will  be  taken 
up  at  the  April  meeting  of  the  Retire¬ 
ment  Association. 

“The  Retirement  Association  is  work¬ 
ing  on  a  new  retirement  plan  which 
would  give  greater  benefits  than  the 
present  system.  The  contribution  rate 
i.s  based  on  age  at  time  of  entrance, 
with  compulsory  retirement  age  at  65 
after  forty  years  of  service.  The  annual 
retirement  pay  would  be  one-half  of  the 
average  of  the  last  ten  years’  salary.” 

New  Jersey 

A  rollicking  group  are  the  New  Jersey 
gang,  this  paragraph  from  the  March 
Bulletin  reflects  not  only  the  character 
of  the  group  but  the  tempo  as  well: 

“The  good  ship,  ‘N.J.A.S.S.’,  is  about 
to  set  forth  on  its  eleventh  year  voyages. 
Your  crew  and  captain  have  plotted 
courses  which  you,  as  a  passenger,  will 
not  want  to  miss. 

“Since  the  establishment  of  our  work¬ 
shops  has  boosted  our  professional  recog¬ 
nition,  we  are  planning  to  have  ‘Work¬ 
shop’  cruises.  The  Secretary  Speaks  has 
been  selected  as  our  theme  for  the  year 
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jnd  each  program  will  carry  out  a 
phase  of  this  topic — voice,  office  man¬ 
ners,  public  relations,  personality  and 
personality  tests,  or  psychology  of  meet¬ 
ing  people.  Ida  S.  LaPaglia,  program 
chairman,  is  coordinating  these  pro¬ 
grams. 

“Passengers!  Set  the  following  dates 
aside  now  for  these  ‘in-service  training’ 
cruises : 

March  6 — Regional  Workshop,  Newark 
April  10 — Regional  Workshop,  Trenton 
May  1 — Spring  Luncheon,  Newark 
November  13  and  14 — Convention,  At¬ 
lantic  City 

(Bulletins  and  announcements  will 
give  the  ‘orders  for  the  day’.) 

“Remember,  this  is  our  ship!  Think 
about  it!  Talk  about  it!  Work  for  it! 

If  each  secretary  embarks,  helpful  and 
successful  cruises  will  be  the  result. 
Bon  Voyage! 

Plans  for  a  ‘Regional  Workshop’, 
scheduled  for  April  10  at  Rider  College 
in  Trenton  sound  interesting: 

“Miss  Sadie  Ziegler,  Secretary,  Rider 
College,  will  speak  on  our  theme  ‘The 
Secretary  Speaks’.  A  very  interesting 
program  is  being  planned  by  the  Chair¬ 
man,  Miss  Emma  Kettenring,  and  Pro¬ 
gram  Chairman,  Miss  Ida  S.  LaPaglia. 

Pennsylvania 

The  Pennsylvania  State  Association 
of  School  Secretaries  will  meet  in  Pitts¬ 
burgh  on  Saturday,  October  30,  1948, 
for  the  annual  business  meeting  of  the 
group.  This  annual  meeting  is  usually 
held  in  Harrisburg  during  the  Christ¬ 
mas  holidays.  However,  it  is  hoped  that 
the  change  of  time  and  place  of  the 
meeting  will  make  it  possible  for  more 
members  to  attend.  Details  are  not  yet 
completed,  but  the  main  event  of  the  day 
will  be  a  luncheon  at  the  Hotel  Schenley 
at  noon.  A  detailed  announcement  will 
be  sent  to  members  at  a  later  date. 
Texas 

Texas  secretaries  are  represented  by 
the  fair  city  of  Dallas.  Fannie  Billings, 
president  of  the  Dallas  School  Clerks 
and  Secretaries  Association,  has  sent  in 
this  note: 

“Dallas  School  Clerks  and  Secretaries 


were  privileged  to  have  Alice  Teegarden, 
who  is  now  living  in  Dallas,  Texas,  ad¬ 
dress  them  at  their  regular  monthly 
meeting  in  March.  Her  wonderful  per¬ 
sonality  together  with  her  wisdom 
gained  from  a  fine  experience  as  high 
school  secretary  and  as  an  official  of  the 
National  Secretaries  Association  made 
her  tops  among  our  speakers  for  the 
year. 

“We  have  been  organized  a  little  over 
a  year,  have  a  membership  of  75  out  of 
83  eligibles,  and,  on  the  whole,  have  an 
interested  group.  Seven  have  joined  the 
National  Association. 

Utah 

A  newcomer  to  our  collection  is  Secre¬ 
tarial  Notes  of  the  Salt  Lake  City  Asso¬ 
ciation  of  School  Secretaries.  A  chatty 
little  paper,  it  reports  interesting  bits 
about  Utah  secretaries,  collectively  and 
individually,  and  stresses  aims  and  ob¬ 
jectives  of  the  organization.  This  state¬ 
ment  by  Winnie  N.  Thornton,  president, 
is  quoted  for  the  insight  it  gives  into  the 
philosophy  of  the  group: 

“Through  our  Association  we  have  not 
only  profited  in  a  monetary  way,  but 
have  gained  recognition  from  groups 
with  which  we  work.  Our  conclusion 
must  be  that  our  Association  is  very 
worthwhile.  Our  aim  should  be  greater 
and  stronger  organization  with  the  end 
in  view  of  giving  greater  service,  as  well 
as  gaining  greater  personal  benefits. 
Every  secretary  and  clerk  in  the  school 
system  should  feel  a  personal  responsi¬ 
bility  in  helping  realize  this  aim  by  be¬ 
ing  an  active  member  of  the  Associa¬ 
tion.” 

*  *  * 

No  “W’s”  this  month — and  a  few 
other  letters  of  the  alphabet  seem  to  be 
missing,  too.  Hope  I  haven’t  been 
scratched  off  your  list,  gals — better  check 
right  now  so  that  our  next  issue  can 
report  your  activities,  too! 

It  has  been  grand  visiting  with  you 
again  and  we’ll  look  forward  to  more 
of  our  informal  chats  in  the  fall.  In  the 
meantime,  however,  do  keep  your  let¬ 
ters,  notes  and  papers  coming  my  w'ay — 
the  address  again — 
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Frances  E.  Rosenthal 
Board  of  Education 
228  North  LaSalle  Street 
Chicaf^o  1,  Illinois 

Hope  to  see  you  all  in  Cleveland — if 
you  don’t  get  to  Chicago  before  that. 
Remember,  please,  that  the  latch  string 
is  always  out  for  you  to  visit  when  you 
come  through  this  w'ay.  I’ll  even  bring 
my  little  ship  dow'n  out  of  the  sky  if  I 
know  any  of  you  are  in  town.  It  is 
great  to  know  each  and  every  one  of  you 
and  I  hope  for  opportunities  to  strength¬ 
en  these  wonderful  friendships. 

Be  seeing  you. 

Your  Listening  Reporter 

MY  GREATEST  PROBLEM 

The  bard  who  wrote  of  best  laid  schemes 
Of  mice  and  men,  and  their  “gang 
agley’’  dreams. 

Never  even  heard  of  a  school  secretary 
And  how'  far  her  plans  and  actions  vary. 
In  the  morning  I  plan  to  get  out  of  the 
way 

The  report  that  is  due  that  very  day. 

I  hunt  out  the  form,  turn  on  my  desk 
light, 

And  see  that  my  pen  is  working  right. 

I  w’rite  one  line  and  then  I  must  stop — 
On  a  third  floor  errand  I’m  obliged  to 
hop. 

And  w’hen  I  come  back  a  mama  is  wait¬ 
ing 

For  an  indigent  order.  I  find  myself 
stating 

How  many  dresses  and  panties  are 
needed. 

While  the  report  I  began  lies  there  un¬ 
heeded. 

Then  the  bell  rings.  The  day’s  work 
begins. 

The  teachers  start  counting  the  out’s 
and  the  in’s. 

The  absentee  list  is  long  and  dizzy 
And  the  line  to  report  them  is  always 
busy. 

While  I  w’ait  for  the  line,  there  is  plenty 
to  do. 

I  write  tardy  slips,  enroll  somebody  new. 
A  note  from  a  teacher  I  quickly  unfold — 
“Please  ring  for  Charlie,  my  room  is  too 
cold!’’ 


A  parent  who’s  paid  the  book  rental  fee 

For  his  refund  slip  waits  hopefully. 

The  telephone  rings  and  from  that  time 
on 

I  enter  a  telephone  marathon. 

There  will  be  a  meeting  at  three-forty, 
five — 

Please  tell  the  teachers  the  time  to 
arrive. 

Johnny  Malone  has  the  stomach  ache 

And  because  of  a  laxative  he  must  take 

Will  not  be  at  school.  Please  tell  his 
teacher 

That  Johnny  is  really  a  very  sick  crea¬ 
ture. 

The  supervisor  of  art  will  visit  Group 
Two. 

Who  is  your  health  chairman,  please 
tell  me  who? 

Yes,  the  principal  is  busy.  Will  you 
leave  your  number? 

You  say  tell  the  workshop  about  free 
lumber — 

Ask  how  many  board  feet  the  classes 
will  need? 

Yes,  there’ll  be  school  tomorow,  oh  yes, 
indeed. 

When  did  Jane  Smith  enroll,  in  thirty- 
nine? 

I’ll  look  it  up — just  hold  the  line. 

Meanwhile  there  are  people  who  come 
and  go. 

Whom  I  must  tell  what  they  want  to 
know. 

The  school  mail  arrives,  and  the  post¬ 
man,  too. 

And  soft  drink  men  with  bills  not  a  few. 

And  when  I  decide  that  the  rush  is  over, 

A  child  with  the  toothache  wants  “oil 
of  clover’’. 

And  my  report  which  I  blithely  started 

Has  progressed  no  more  since  it  and  I 
parted. 

Thus,  in  order  to  cope  with  the  press 
of  work. 

So  that  none  of  these  duties  I’ll  ever 
shirk — 

My  greatest  problem  has  always  been— 

How  to  pack  six  people  into  one  skin! 

— Bernice  Forster 
Carpenter  School 
Evansville,  Indiana 
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UNIVERSITY  OF  MAINE  WORKSHOP 

(Continued  from  February  Issue) 

READING  CURRENT  LITERATURE  FOR  PLEASURE 

Dr.  Percie  Turner,  Professor  af  Universify  of  Maine 

Dr.  Turner  believes  that  there  is  always  time  to  do  the  things  one  really  wants 
lo  do.  Accordingly,  if  we  really  desire  to  read,  we  can  find  time  in  our  busy  lives 
for  reading. 

We  come  from  places  where  books  are  available.  The  Pocket  Books  were  men¬ 
tioned  as  one  of  the  greatest  inventions  of  our  generation  since  they  have  brought 
the  best  in  literature  before  all  people  at  a  very  small  cost. 

In  choosing  a  book,  a  person  should  stick  to  the  type  of  book  he  really  likes 
It  is  not  necessary  to  read  a  book  just  because  it  is  highly  recommended.  Often, 
simple  and  unpretentious  books  turn  out  to  be  the  most  fascinating. 

A  person  should  not  read  entirely  for  pleasure  but  should  also  read  for  enlarge¬ 
ment  of  experience — a  person  should  reach  out  and  expand  his  interest  and  outlook. 

You  should  do  a  book  “the  courtesy  of  paying  attention”.  Become  familiar  with 
the  book,  learn  the  names  of  the  characters.  In  other  words,  “move  right  into  the 
book  and  get  acquainted”. 

There  are  present  day  fashions  in  books  as  in  everything  else.  At  the  present 
time  the  American  novel  is  at  an  all-time  low.  Non-fiction  is  preferred  to  many  of 
the  best  sellers. 

Book  clubs  have  done  much  to  improve  the  reading  of  the  general  public.  These 
book  clubs  have  helped  to  establish  the  importance  of  the  novel.  Perhaps  the 
American  novel  will  come  back  into  importance. 

Racial  problems  as  now  presented  in  interesting  novels  make  it  possible  for  all 
people  to  understand  the  situation  better  and  to  talk  more  intelligently  about  these 
problems.  People  are  finding  social  problems  such  as  the  problem  of  alcoholism 
discussed  in  novels.  Sometimes  persons  can  discuss  such  problems  through  charac¬ 
ters  more  easily  than  through  the  subject  itself. 

At  present  we  have  many  historical  novels.  Some  are  correct  in  every  detail 
cf  background  while  others  are  often  full  of  mistakes.  Kenneth  Roberts  is  probably 
the  best  historical  novelist  today.  His  research  is  deep  and  exact  as  shown  by 
Arundul,  Rebel  in  Arms,  and  Lydia  Bailey.  Sometimes  Mr.  Roberts  includes  so 
much  material  into  one  novel  that  the  reader  has  the  impression  of  reading  two 
novels  instead  of  one.  Maine  is  justified  in  being  proud  of  Mr.  Roberts.  In  review¬ 
ing  Lydia  Bailey,  mention  was  made  of  the  subtle  manner  in  which  the  racial 
problem  was  brought  into  the  story  although  this  was  a  historical  novel. 

As  an  example  of  a  sectional  novel.  Dr.  Turner  reviewed  most  entertainingly 
Delta  Wedding  by  Eudora  Welty.  It  is  the  story  of  a  large  southern  family  and 
represents  the  sectional  novel  at  its  best. 

Continuing  with  present  day  novels,  a  brief  review  of  Marquand’s  novel, 
B.  F.’s  Daughter  was  given.  Also  mention  of  The  Late  George  Apley,  another  book 
hy  the  same  author  was  made. 

Going  into  the  non-fiction  field,  it  was  pointed  out  that  in  reading  for  informa¬ 
tion  it  is  most  important  to  know  who  wrote  the  book  and  to  be  sure  that  the  infor¬ 
mation  contained  is  authentic.  Why  Do  We  Behave  Like  Russians  by  John  Fischer, 
a  representative  of  UNRRA,  was  suggested  as  an  authentic  source  of  information 
on  the  current  Russian  problem.  Inside  U.S.A.  by  John  Gunther  is  also  a  reading 
“must”  and  a  book  of  information  upon  which  the  reader  can  depend. 

For  people  of  New  England,  Dr.  Turner  recommended  that  we  explore  the  book. 
It's  An  Old  New  England  Custom  by  Edwin  V.  Mitchell.  And  a  reading  “must  for 
New  Englanders”  is  the  book.  The  Lowells  and  Their  Seven  Worlds,  by  Ferris 
Greenslet.  Reported  by  Alice  R.  Drinkwater 

Freeport.  Maine 
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“Daddy,”  said  Donnie,  “today  at 
school  a  boy  told  me  I  looked  like 
you.” 

“And  what  did  you  say?”  the 
father  inquired  proudly. 

“Nothing.  He  was  bigger  than 
me.” 


A  five-year-old  girl  was  taught 
to  close  her  evening  prayer,  dia* 
ing  the  absence  of  her  traveling 
father,  with  “And  please  wat^ 
over  my  papa.”  It  sounded  ver| 
sweet  to  the  mother,  but  her  ast(^ 
ishment  may  be  imagined  when  oiH 
evening  the  little  girl  added,  “Anj 
A  dean  of  women  at  a  large  co-  you  had  better  keep  an  eye  os 
educational  college  recently  began  mamma,  too.” 

an  important  announcement  to  the  -  V 

student  body  as  follows:  “The  Impatient  Customer  (at  almoni 
president  of  the  college  and  I  have  counter) :  “Who  attends  to  th|l 
decided  to  stop  necking  on  the  nuts?” 

campus.”  Clerk:  “I  do.  Lady.  Just  bej 

-  patient  and  I’ll  attend  to  you  in  aj 

Teacher:  “Your  Johnny  is  a  minute.”  | 

bright  boy,  Mrs.  Jones;  the  trouble  -  I 

is  he  spends  all  his  time  with  the  Teacher:  “Johnny,  give  me  aj 
girls.”  sentence  with  words  ‘effervescenMj 

Mrs.  Jones  (resignedly) :  “I  and  ‘fiddlestick’.”  1 

know.  I’m  having  the  same  trou-  Johnny:  “Effervescent  enouw 
ble  with  his  old  man.”  cover  on  the  bed,  your  fiddlestic|| 

-  out.”  \ 

“Edison  once  said  that  four  -  I 

hours  sleep  is  enough  for  anyone.”  Teacher:  “What’s  the  fasteaf 
“That’s  exactly  what  my  new  growing  thing  in  nature?”  ^ 

baby  thinks.”  Skeptical  pupil:  “A  fish,  from  thii 

-  time  my  Daddy  lands  it  till  he  telkl 

A  Dublin  matron  took  her  young  Al-  about  it  at  OUr  next  party.”  | 

belt  to  enroll  in  a  new  school.  “Now,  -  J 

I  want  Albert  to  have  a  thoroughly  mod-  “Aha,”  said  the  head  clerk.  ‘Tnj 
ern  and  up-to-date  education,”  his 
mother  said  to  the  Headmaster,  “includ¬ 
ing  Latin.” 

“Yes,  of  course,”  said  the  Headmas¬ 
ter,  “though  Latin  is,  as  you  know,  a 
dead  language.” 

“All  the  better.  Albert’s  going  to  be 
an  undertaker.” 


“Yes,  sir.  I’ve  bought  a  parrot-ij 
“A  parrot?  What  on  earth  forf 
I  told  you  to  get  an  alarm  clock  ?j 
“Yes,  I  know,  and  I  did.  Bui 
after  a  day  or  two  I  got  used  to  i| 
and  it  didn’t  wake  me.  So  I  got  th( 
parrot.  And  now  when  I  go  to  bei 
I  set  the  alarm  clock  and  put  th 
parrot’s  cage  on  top  of  it.  Wha 
that  bird  says  when  the  alarm  goe 
off  would  wake  up  anybody.” 


“The  new  look”  .  .  .  “The  new  look” 
.  .  .  you  hear  it  on  every  corner,  but  if 
you’re  asking  anybody,  that  old  look 
wasn’t  too  bad. 


SECTIONAL  AND  STATE  MEMBERSHIP  CHAIRMEN 

HCTION  I  Miss  Mildred  A.  Bristol,  Office  of  Board  of  Education,  Southington,  Conn. 
Connecticut — Miss  Mildred  A.  Bristol,  Office  of  Board  of  Education,  Southington 
Maeuchusetta — Miss  Lydia  Bagdikian,  School  Department,  Stoneham 
Maine— Miss  Pauline  H.  Smith,  Deering  High  School,  Portland 
New  Hampshire— Miss  Esther  A.  Magnuson,  Parker  School,  Concord 
Rhode  Island — Chairman  to  be  appointed 
I  Varment — Chairman  to  be  appointed 

iflCTION  II:  Miss  Eunice  Bounds,  Board  of  Education,  Wilmington,  Delaware 

Delaware — Mrs.  Helen  W.  Kirkley,  School  Administration  Building,  Wilmington  43 
District  of  Columbia — Miss  Regina  Wicks,  Franklin  Administration  Bldg.,  Washington 
Maryland:  Miss  Joanna  Lankford,  Board  of  Education,  Salisbury 
New  Jersey — Mrs.  Helen  H.  Knackstedt,  Board  of  Education,  Passaic 
New  York — Mrs.  Margaret  Evans,  Board  of  Education,  Syracuse  4 

SICTION  III:  Miss  Anne  Kohute,  Dickson  City  High  School,  Dickson  City,  Pa. 

Pennsylvania: 

Eastern  District — Miss  Mildred  Byerly,  Shamokin  Public  Schools,  Shamokin 
Western  District — Miss  Nelda  Kane,  Board  of  Public  Education,  Pittsburgh 
Virginia — Miss  Frankie  Anderson,  Nathaniel  Bacon  School,  Richmond 
West  Virginia — Miss  Madge  Fultineer,  Weston  High  School,  Weston 

SECTION  IV:  Miss  Katherine  Felder,  Hoke  Smith  High  School,  Atlanta,  Ca. 

Alabama — Miss  Mary  Carroll,  Houston  County  Board  of  Education,  Dotham 
Florida — Mrs.  Louise  Warren,  Registrar,  Miami  Senior  High  School,  Miami 
Georgia — Miss  Martha  Pitts,  Upson  County  Schools,  Thomaston 
Kentucky — Miss  L.  Katherine  Morgan,  Secretary  to  the  President,  Eastern  Kentucky 
State  Teachers  College,  Richmond 

North  Carolina — Miss  Pauline  E.  Hicks,  Andrews  City  Schools,  Andrews 
South  Carolina — Chairman  to  be  appointed. 

Tennessee — Chairman  to  be  appointed. 

SECTION  V:  Mrs.  Melba  Demaree,  Franklin  Public  Schools,  Franklin,  Indiana 

Illinois — Miss  Ruth  Smith,  Elmwood  Park  Public  Schools,  Chicago  35,  Elmwood  Park 
Indiana — Miss  Alma  Cripe,  72  S.  7th  Street,  Beech  Grove 
Iowa — Miss  Agnes  Hansen,  Cedar  Falls  Public  Schools,  Cedar  Falls 
Ohio— Chairman  to  be  appointed. 

SECTION  VI:  Mrs.  Dorothy  Nieman  Ferguson,  River  Rouge  High  School,  River  Rouge,  Mich. 
Michigan — Mrs.  Ora  Stanberry  Dolsen,  467  W.  Hancock  St.,  Detroit  1 
Minnesota — Miss  Rosalie  Kollarich,  616  Summit  Ave.,  St.  Paul 
North  Dakota — Chairman  to  be  appointed. 

South  Dakota — Miss  Agnes  Schlender,  Brookings  City  Schools,  Brookings 
Wisconsin — Miss  Catherine  Hart,  Edgerton  Public  Schools,  Edgerton 

SECTION  VII:  Miss  Georgia  A.  Davis,  Board  of  Education,  Hannibal,  Mo. 

Arkansas — Miss  Catharine  Yates,  West  Side  junior  High  School,  Little  Rock 
Kansas — Miss  Marcella  Yoho,  Wichita  High  School  East,  Wichita  7 
Mississippi — Mrs.  Birdie  W.  Smith,  State  Department  of  Education,  Jackson 
Missouri — Miss  Betty  Segefcke,  203  Public  Library  Bldg.,  Kansas  City 
Louisiana — Chairman  to  be  appointed. 

SECTION  VIII:  Miss  Lois  Norton,  414  Fourteenth  St.,  Denver,  Colo. 

Colorado — Miss  Regina  C.  Olander,  2708  East  14th  Avenue,  Denver 
Idaho — Chairman  to  be  appointed. 

Montana — Chairman  to  be  appointed. 

Nebraska — Chairman  to  be  appointed. 

Utah — Miss  Donna  Newman,  West  High  School,  241  No.  Second  West  St.,  Salt  Lake 
City  3 

Wyoming — Chairman  to  be  appointed. 

SECTION  IX:  Mrs.  Grace  B.  Holt,  Phoenix  Junior  College,  Phoenix,  Arizona 

Arizona — Mrs.  Rachel  Maynard,  College  of  Business  Administration,  Tucson 
Oklahoma — Miss  Katherine  Crawford,  400  N.  Walnut  Street,  Oklahoma  City 
New  Mexico— Mrs.  Maywood  S.  Hendron,  Registrar,  Santa  Fe  High  School,  Santa  Fe 
Texas— Mrs.  Fannie  Billings,  2711  Fairmount  Street,  Dallas 

SECTION  X:  Mrs.  Helen  Bingham,  7003  Arbutus  Ave.,  Huntington  Park,  California 
California — Mrs.  Charlotte  Lynch,  808  North  Spring  St.,  Los  Angeles 
Hawaii — Miss  Sadako  Okimoto,  P.  O.  Box  623,  Hilo 
Nevada — Chairman  to  be  apF>ointed. 

Oregon — Chairman  to  be  appointed. 

Washington — Miss  Ruth  Markhus,  Coulee  Dam  High  School,  Coulee  Dam 
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